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OFFICE OF THE PRESIDENT 

BOROUGH OF MANHATTAN 

June 13, 1910 

Honorable E. V. Fsothinoiiam 

Commissioner of Public Works 

Deab Sir : 

I hand you herewith a report of the Bureau of Municipal 
Research, prepared at my request, with relation to the organiza- 
tion and administrative procedure of the several bureaus and 
offices within the jurisdiction of the Borough President — exr 
cepting the Bureau of Buildings. I should be glad to have you 
transmit copies of this report to the various bureau heads and 
others having to do with the details of organization and of work 
to which it refers, and would suggest that, to facilitate its con- 
venient use in this manner, it be printed in pamphlet form. 

Yours very truly, 

Geoboe McAneny, 
President of the Borough of Manhattan. 
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CITY OF NEW YORK 

OFFICE OF THE PRESIDENT OF THE 
BOROUGH OF MANHATTAN 

CITY HALL 

GEORGE McANENY 
President 

January 6, 1910 
Bureau of Municipal Resea&ch 
261 Broadway 

New York City 

Deab Sibs: 

As President of the Borough of Manhattan, I am about to 
proceed with a general reorganization of the various bureaus 
and offices coming officially within my jurisdiction — a reorgani- 
zation which, as is commonly known, the future efficiency and 
good order of this branch of the city service demands impera- 
tively. Knowing, as I do, the familiarity of your Bureau with 
the administrative details of the borough government, I venture 
to ask whether you will not add to the record of service you 
have already rendered the city by aiding me in this work of 
reorganization, and spcksifically by preparing and submitting 
for my information reports giving, for the various divisions 
of this department, as of January 1. 1910: 

(1) A detailed description of the existing accounting 

methods and procedure; 

(2) A detailed description of existing administrative 

methods and procedure ; 

(3) An analysis of the existing organization; 

(4) A digest of the laws and ordinances relating to the 

work of the department; 



(5) Criticism of existing organization and personnel^ 

with constructive suggestions for improvement ; 

(6) Criticism of administrative methods and procedure, 

with constructive suggestions for their improve- 
ment, and for the substitution of more efficient 
practices; 

(7) Criticism of accounting methods and procedure, 

with constructive suggestions for their improve- 
mefnt, and for the substitution of more efficient 
practices ; 

(8) Suggestions as to organization and revised adminis- 

trative and accounting procedure to be estab- 
lished on completion of the work of reorganiza- 
tion. 

I am informed that the Comptroller will loan the services 
of such expert accountant or accountants as I may ask, to assist 
in this work. The Mayor, also, has given his consent to the detail 
of such additional accountants or engineers as may be required 
for the purpose, from the office of the Commissioners of Ac- 
counts. He? has already assigned Mr. Benjamin F. Welton of 
that office to assist us. I shall be glad to have any of those who 
may be detailed from either department work in co-operation 
with your staflF. I n(yed not add that every facility will be given 
yon here in the course of such inquiries as you may make, and 
that I shall be personally indebted for your assistance. 

I am, 

Yours very truly, 

(Signed) Gborge McAneny, 
President of the Borough of Manhattan. 



HoiL Geoboe McAnbny, 

President^ Borough of Manhattan, 
City of New York. 

Sir — Herewith please find a report on the organization and 
methods of your department prepared in response to the first 
four items in your request of January 6, and consisting of: 

1. A description of the organization and the distribution 

of duties performed or assigned to each of thd em- 
ployees of the department of the president of ih^ 
borough of Manhattan. 

2. A detailed description of the accounting procedure in the 

several oflSces and bureaus of the department. 

3. A detailed description of the administrative procedure 

followed in conducting all the several branches of 
activity with which the department is charged* 

4. A digest of the laws and ordinances which specifically 

control the organization, scope and procedure of tiie 
department. 

5. An analysis of the payrolls for December, 1909, show- 

ing the various classes of employees and the number 
employed in each class and grade, together wil3i the 
rates of pay. 

6. Charts showing in graphic form th^ organization* of 

each of the di\'isions of the department, the inter^ 
Illation of the several organic groups in each divi- 
sion, the distribution of functions and the forces 
engaged upon their execution. 

This report is the first comprehensive statement that has been 
made of the organization of the department and the proccfdure 
employed in conducting the business for which it is responsible. 
Heretofore, information as to methods followed or supposedly 
followed has bee^ obtainable only by verbal or written inquiry 
from the eraployeffe or employees actually engaged in the work in 
question. Neither has there been any precise information as to 
the €{xisting distribution of duties and the location of responsi- 
bility for their discharge. 
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The preparation of this report has involved several months* 
careful inquiry. All statements made in it have received the 
approval of the person or persons especially charged "with the 
performance of the work described. Mr. Benjamin F. Walton, 
on the staff of the commissioners of accounts, who is co-opefrating 
in the work of reorganization, supervised the preparation of 
the organization charts which were drafted by employees of 
your department. 

The organization, methods and procedure herein described 
relate to conditions and practices existing at the commencement 
of your administration on January 1, 1910. Since? that date 
many changes have been effected in pursuance of the work of 
reorganization, which has since then been in progress, and many 
more are nece-ssary and, we understand, in contemplation. 
These changes have in large part already corrected defects and 
wastefulness in organization and methods which will be ap- 
parent in the following description. Concerning them numerous 
interim reports have already been submitted to you. Of theee 
changes this reiK)rt takes no cognizance, the purpose of its 
preparation being to provide a record of existing conditions 
prior to January 1, 1910, for us3 as the basis for the work of 
reorganization. It is intended, when the reorganization is com- 
pletely effecte<l, to pi*epare, as you requested, a similar report 
describing the then existing organization and methods and sug- 
gesting a procedure to be followed in conducting every branch 
of the department's business. The later report will provide a 
clear definition of the duties of every subdivision, group and 
person in the organization, and furnish a basis for adminis- 
trative and executive control which has heretofore been wholly 
lacking, with the result that disorganization, duplication of 
work, neglect and evasion of responsibility have prevailed 
throughout the department. 

It may be remarked that in numerous particulars no change 
in procedure from that described in this report is understood 
to be contemplated, and that^ accordingly, the description herein 
contained will, in considerable measure, be of pennanent service. 

Respectfully submitted, 

BuBEAU OF Municipal Beseabch. 
April 8, 1910. 



CONTENTS 



Charter and Ordinance Provisions Relating to the Powers 
and Duties of the President of the Borough of Man- 
hattan and of his Subordinate Officers 

Borough President 

Ex officio powers and duties 
Administrative jwwers and duties 

General 

Street openings and city map 

Streets and highways 

Sewers and drainage 

Public buildings and offices 

Public baths and comfort stations 

Building construction 

Commissioner of Public Works 
Assistnnt (Commissioner of Public Works 
Superintendent of Buildings 
Secretary to President of Borough 

Organization and Powers and Duties 

General A dministration 

Office of l)orough president 

Office* of the commissioner of public works 

Bureau of Street Openings 

Bureau of Ilighicays 

C(mstruction and maintenance of pavements under contract 
A[aintenance of granite block out of guarantee, macadam and 
dirt roads 



8 

Bureau of Incumbrancee 
Bureau of Sewers 

Genera] admiiiidLratiwu — wffiue of siiperiutenijenl of Bewtrs 

CcmatmctioB 

Maintenance — cleaomg 

KaioteDouce — ^repairs 

Bureau of Pvhlic Buildings and Officee 
Adminietraticffl 

Repairs and alteraliwup lo biiildiujw and w}iii]jiDeLl 
Li^t, beat and power for puUic buildiiijETe 
Care and cleauiug of public buildiiip^ and officcii 
Care, cleaning and attendant eenict^' ai public ^utbl^ and com- 
fort BtationB 
Care and cleaning o-f public markets 

Adminiitrative Procedure 

Office of the Borough President 
Borough president 

Office of the aecretaiy of the borough 
Office of the auditor 

Office of the Commijmoner of Puhlic Work-g 
C'oirimissioner of public works 
Awiatant commieBioncr of public works 
Secretary to cominiKeioner of pul;lic works 
Cashier's office 
Chief clerk's offi<» 

Bureau of Street OjKuituja 

Ooinpletiou and ult^^ralion of the city may 

Monu men ting 

OlH-niiiK or u<-.|iiiHti.,ii „f iiil<- 1.. htrcds, public places or 

pariu 
Bailing and indexing of inapK and ny-onl-' in llic |K)s,s('s.-ioii 

of uiid prc|mri-d li.v lln' biin-aii 
AlisoellaiicouH, iiiHndiiig the furiiiwhiiig of iiifonNalinn lo 
' , olhLT buroaiis of ibc boroiijrli presi- 
adividuals 





Bureau of Highways 

Regulating, grading, curbing, flagging and repaying of 
streets, flagging and reflagging of sidewalks and fencing 
vacant lots 

Maintenance of asphalt, asphalt hlock and wood block pave- 
ment 

Maintenance of stone blo<^ pavement 

Maint^iance of dirt and macadam roads 

Maintenance of sidewalks and curbstoaes 

Inspection of corporation work involving the disturbance of 
pavements 

(jeneral : miscellaneous functions rdating to several or all of 
the foregoing subdivisions of the work of tiie bureau 

Bureau of Incumbranees 

Inspection of sidewalks to determine illegal incumbrances 
Removal of incumbrances 
Issuance of permits 

Bureau of Sewers 

Construction and reconstruction 
Maintenance— cleaning 
Maintenance — repairs 
Permits for sewer connections 
General 

Bureau of Public Buildings and Offices 

Repairs 

Purchase of supplies 

Custody and issuance of supplies 

Cleaning of public buildings and offices 

Maintenance and operation of public baths 

Maintenance and operation of comfort stations 



10 



i 



Office of Borough Presideni 
ApproprimtioD ledger 
Fund led^r 
Joumal 

Open maiket orders 
PayrollB 
Vouchers 
Contract hid die e to 

Office of ComumUeiamer of Public Works 



Bmreum of Siroet Opemngg 

Burcoju of Higkwmgs 

Bureau of Ineumbram€>eg 

Bvreau of Sewers 

Bwream of P^Mie Bmldings smd Offices 




CHARTER AND ORDINANCE PROVISIONS RELAT- 
ING TO THE POWERS AND DUTIES OF THE 
PRESIDENT OF THE BOROUGH OF MANHAT- 
TAN AND OF HIS SUBORDINATE OFFICERS 

BoBOUoii President 

A. Ex officio 

1. With respect to the board of estimate 

2. With respect to the board of aldermen 

3. With respect to the local improvement boards 

4. With respect to the local school boards 

B. Administrative 

1. General 

a. Organization of office and appointment of 

subordinates 
&. Records and accounts 
c. Reports 
cL Contracts 
e. Miscellaneous 

2. Street openings and city map 

3. Streets and highways 

4. Sewers and drainage 

5. Public buildings and offices 

6. Public baths and comfort stations 

7. Building construction 

Commissioner of Public Works 
Assistant Commissioner of Public Works 
Superintendent of Buildings 
Secretary to President of the Borough 

Borough President 

A. Ex Officio Powers and Duties 
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B. Admikibtbative Powees and Duties 

1. General — (Continued) 

a. Organization of office and a/ppointraeni of 
subordincUes. 

Shall appoint inspectors of work done 
under contract for his department 
when he deems it advisable. Cost of 
such inspection unless paid by con- 
tractor shall, when the improvement is 
paid by assessments, be added to the 
cost of the improvement (Ordinances, 
sec. 91). 

Shall appoint a superintendent of build- 
ings (Charter, sec. 405). 

When authorized by board of estimate and 
board of aldermen, may employ : 

A consulting engineer of public build- 
ings (Charter, sec. 386). 

A consulting architect (Charter, sec. 
386). 

A consulting engineer of sewers and 
highways (Charter, sec. 386). 

May employ: 

Engineers, surveyors, inspectors and 
other persons for the construction 
of sewers (Charter, sec. 398). 

City surveyor for laying out and regu- 
lating streets, making maps and 
surveys, etc. (Ordinances, sec. 
276), and shall agree with city sur- 
veyor in advance on lather's fee, 
when not otherwise provided (Ordi- 
nances, sec. 277). 

Surveyor or efngineer who shall have 
custody of maps filed in his office 
' (Charter, sec 449). 
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B. Admixistbatite Powbbs ahd Doraa 
1, lienerul — (Continued) 

U Secords and accounts 

.Shall keep and render accounts in form 
prescribed by finance department 
(Charter, sec. 149). 

Shall keep record of transactionfl and of 
Gtmtracts entered into and make brief 
statement thereof weekly (Charter, see, 
1546). 

Shall certify vouchers forwarded by his de- 
partment to the comptroller's office for 
payment. Such vouchers shall contain 
such certificate of subordinate officers 
as the borough president ehall require 
(Ordinances, sea 39). 

Shall control expenditures by hia depart- 
ment and countersign his requisition on 
the comptroller for such payments, if 
such bills have been duly certified and 
are in his judgment correct Bills for 
expend i t u pes for removal of incum- 
brances or other authorized expendi- 
tures not under the immediate supn^ 
vision of any of his subordinates shall 
be certified by the borough president 
himself (Ordinances, sees. 87, 90). 

Shall oau?e to be entered in books, open 
t4i public iiippeclion. names of persona 
from whom he receives money for the 
city, the amounts received, on what ac- 
count, and when. He shall render a 
cenificl. iicmizeJ account thereof 
under oath, to the comptroller, on 
Thursdays uf each wcvk, and shall pay 
over the amount to the chamberlain. 
He shall take friHU tho chamberiain 



15 

B. Administrative Powebs axd Duties 
1. General 

b. Records and accounts — (Continued) 

duplicate vouchers, one of which he 
shall file with the comptroller (Ordi- 
nances, sees. 93, 97). 

Shall keep separate accounts for the two 
appropriations (1) removal of incum- 
brances, (2) contingencies. And each 
of these appropriations shall be charged 
with the drafts upon it (Ordinances, 
sec. 95). 

Shall keep a record of articles removed 
from the streets, time and expense of 
removal, the name of the person re- 
deeming same, and the amount re- 
ceived (Ordinances, sec. 97). 

Shall deposit weekly with the chamber- 
lain the amounts received to secure 
restoration of street pavements (Ordi- 
nances, sec. 149). 

May requisition payments from the special 
fund for openings of street pavements 
when he certifies that the amount rep- 
resents the cost of restoration (Ordi- 
nances, sec. 151). 

Shall keep record of names of persons 
obtaining permits to make connection 
with public sewers and the amounts 
paid therefor (Ordinances, sec. 155). 

Shall account under oath, item by item, 
to the comotroller, on Thursdavs of 
each week, ^md pay to the chamberlain 
amounts received for sewer connections, 
and file with comptroller copy of 
chamberlain's receipt (Ordinances, sec. 
155). 
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R AiiMixisTR.\TiVE Powers akd Di'tibs 
1. General 

I), lircnh and accounts — (Continned) 

Shall account for and pay to chamberlain 
amounts received for: 
Bay window permits (Ordinances, sec 

233). 
Ornamental projection permits (Ordi- 
nu.c«. »M. »44). 
c Hcjxtrts 

Shall make to the mayor: 

An annual report of business and trana- 
aciions of his office (Charter, sec. 
3S3). 
Quarterly reports and special reports 
upon request (Charter, sec. 1544). 
When required liy the Ix*ard of aldermen, 
sli.-tU incjuirt into aud reiK*rt on any 
niaruT withic his fignizant'e and shall, 
frmi tinu' III time, ci.>mniunicate to the 
K-anl "f aMcruien any information or 
riiii^-*T!on which he may deem impor- 
tant in re!a:ion to the w.^rt of his de- 
pannienr lOrdiuanees, sec. S?1. 

,1. C-.ulr^.-f. 

For n-jriiI;i;ii'Tis coveniiue p^iwer of bor 
■ ■;'.:r:i I'reiiili'iii to uiakt- craitrac;? see 
tbaner. wv, 41!*, and Ordinances, sees. 

^^L.l" i-iT-iio jT'i-'-a's and advertise for 
*■;.•- f.T IN irra.-ts oxcot-liTig or^e thc-U- 

>.i'.i.i ■] .;:ars . Or.:i!.ji>-t-s. S.\'. >iO. 

!- :-■■■: jK -'■" ;.^■; ;.■ .ni'jT'va! ■•■{ OTp-Ttr 
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B, Administbative Powers and Duties 
1. Oeneral 

d. Contracts — (Continued) 

Shall make contracts for work, material or 
supplies relating to any of the matters 
under his cognizance. One copy of such 
contract shall be filed in his own office 
and one copy with the comptroller 
(Ordinances, sec. 84). 

Shall control payments for extra work 
imder contracts, ^o such payment 
shall exceed one thousand dollars un- 
less authorized by the board of alder- 
men, and the extra work must have 
been done by written order of the bor- 
ough president (Ordinances, sec, 85). 

Certain provisions shall be made part of 
contracts for constructing, altering or 
repairing any sewer or gutter in streets 
where gas pipes are laid (Ordinances, 
sec. 165). 

Provisions requiring contractors to place 
guards and lights to prevent accidents 
shall be inserted in contracts (Ordi- 
nances, sec. 218). 

e. Miscellaneous 

Shall have all powers conferred by charter 
and such other powers as nuiy be con- 
ferred by the board of alderiiieu (Char- 
ter, sec. 383). 

May delegate powers and duties to com- 
missioner of public works or other 
sul>ordinate duly do>signated in writing 
(Charter, sec. 383). 

Has jurisdiction over corporation yards 
other than those established bv the 
street cleaning department (Ordi- 
nances, sec. 99). 
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B. Administbative Powers and Duties 

1. Oeneral 

e. Miscellaneous — (Continued) 

May grant permits wherever the ordinances 
require his consent to authorize any 
act (Ordinances, sec. 92). 

May approve contract by street sprinkling 
contractor with water department for 
necessary water (Ordinances, sec. 
406). 

When surveys or plans are necessary for 
the work of his department, he shall 
cause them to be prepared by a com- 
petent surveyor, architect or engineer 
(Ordinances, sec. 89). 

Shall control payments for work or sup- 
plies furnished his department. Such 
payments shall be made only on his 
requisition and on a certified voucher 
(Ordinances, sec. 87). 

Together with the comptroller, shall report 
to the sinking fund commissioners the 
value of land under water proposed to 
be granted by the city (OrSinances, 
sec. 47). 

2. Slreet Openings and City Map 

a. Maps and surveys 

It shall be his duty : 

To prepare maps of the territory with- 
in his borough (Charter, sec. 439). 
To complete system of triangulation 
within his borough (prior to 1907) 
(Charter, sec. 439). 
At the direction of the mayor, shall mark 
boundaries of city or borough (Char- 
ter, sec. 448). 
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B. Administrative Powers and Duties 
2. Street Openings and City Map 

a. Maps and surveys — (Continued) 

May enter on lands for surveying and like 
work (Charter, sec. 448). 

Shall furnish the officials with surveys, 
diagrams, etc. (Charter, sec 448). 

Board of estimate may require borough 
president to complete map (Charter, 
sec. 440). 

Shall report completed map with surveys, 
etc., to board of estimate (Charter, sec. 
439). 

It shall be his duty to prepare plan for 
sewerage and drainage and divide bor- 
ough into sewer districts (Charter, sec. 
444). 

Shall file drainage plan, subject to subse- 
quent change (Charter, sec. 445). 

Shall submit to board of estimate plans 
for change of grade of streets when re- 
quired by drainage plan (Charter, sec. 
447). 

b. Monument atones in streets 

Shall, when making contracts to regulate 
any street, insert covenant requiring 
contractor to give notice of intention to 
remove or cover such monument and to 
replace same under supervision of the 
borough president (Ordinances, sees. 
106-108). 

Shall, on notice that any person intends to 
remove or cover such monument, direct 
a city surveyor or one of his engineers 
to raise or lower the monument to the 
proper grade and to note same on the 
maps in his office (Ordinances, sees. 
106-113). 



Al/MfHtK'tKA-tfVt: I'fnctr.fm A*D ItTTtta 
■£, HhfM ( I f^.mnfjx nn/l (yihj Mip 

\>, Monument xtMiifin in *frfff.^ — ('Cncinneri 

Htjall, wh«n h& finds a monument remored, 
f'lrthwirh cau^ it to be replaced in lU 
pT'tpfrr p'ftition and shall note aame od 
bis map* (■(^Jrdinancea, sec. lllj. 
May anliwrizb removal of flagging or pave- 
iiifrnt within a space of two feet from 
Niich nionmnent, on application and 
aflcr rf;port thereon by a city stureyor 
or one of bit engineers (Ordinances, 
BCC«. 109, 110). 

<l. Slrmla ami llujhway* 

II. Hi-yulaling, curbing, flagging, guttering and 
crotawalka 

Shall bftvo cognizance and control of regu- 
IfttiDg, grading, curbing, flagging and 
guttering of streets and laying cross- 
walks (Charter, sees. 383, 435). 

May dittiiguate width of sidewalks and 
footpaths of streets less than 40 feet in 
width (Ordinances, sec. 116). 

May couseat to extension of sidewalks to 
li'gttl wiilth, if a majority of property 
owiiors Ivtwwu ihi' ncarodt street qot- 
iM-rs ditiiri' snob t'Xtcusioii (Ordinances, 
m-. I'-'O). 

Shall or\U<r rt'^latiou and paving of side 
walks when.' majority of owners have 
alr\tnly ri'^Uatt'd and paved in front 
i>f thoir proiH-rtii's (.Ordinances, set 
tSTV 

Shall ttWit'y owners on wiu[>Uint to relay 
\»r rvfair siJewalk, ourb or putter with- 
tu a uri^va tiBM (.Ordiadmoe^. wc. 130). 
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B. Administrative Powebs and Duties 
3. Streets and Highways 

a. Regulating, curbing, flagging, guttering and 

crosswalks — ( Coiit inued ) 

Is required to lay flagging, set curb or 
otherwise repair sidewalk or gutter at 
the expense of the owner, if the latter 
fails to obey a notice to do such work; 
to report owner's default to corporation 
counsel and certify expense of work to 
board of assessors (Ordinances, see. 
131). 

Where l)orough president lays the curb at 
public expense, it shall conform to re- 
quirements of this section (Ordinances^ 
sec. 124). 
• May lawfully order the paving of cartways 

over sidewalks, and if property owners 
fail to comply, may do the work at the 
owner's cost (Ordinances, sec. 123). 

Shall regulate ascent and descent of gutter 
line where the street when paved does 
not exactly range, and shall keep pro- 
file thereof (Ordinances, sec. 126). 

Shall supervise construction of bridges 
over gutters (Ordinances, sec. 530). 

b. Public roads 

Shall have cc^rnizance and control of con- 
structing and repairing public roads 
(Charter, sec. 383). 

e. Paving, re paving, resurfacing and repairing 
and relaying pavements removed 

Shall have cognizance and control of pav- 
ing, repaving, resurfacing and repair- 
ing of all streets and of relaying all 
pavements removed (Charter, sec. 383). 
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,«,( Highways 

riii'i. repavlng. rcsurfaciiu} and repairing 

and relaying pavements removed — 

(Continued) 
Shall direct the arching of street pavement 

laid in accordance with thU section 

(Ordinances, sec. 132). 
Shall r<^iiate paving by owners who are 

authorized to pave the street in front 

of their properties (Ordinances, sec 

134). 
Shall restore forthn-ith pavements ille^IIjr 

taken up (Ordinances, sec. 145). 

miluny Iriicls 

lall have <-ogiii3»uce and control of laj- 
inp and relaying surface railroad 
tracks, and of form of rail, foundation, 
methinl of cimslruction and restoratioD 
of pavoiiicnts (Charter, sec. 3S3). 

s lo ofiCH parvMent 

lall have o^iizance and control of the 
issue of )>t<miits to builders and others 
to use or open stret'ts (Charter, sec 
3.^3). 

lall issue [lermits for removal of pave- 
ment or disturbance of street surface 
vCliarter. s*e. 3'.kn. 

■rmii shall not U> issufl to sas cmpanv 
to .'ixni a s:nvt i>i)v.riiout until such 
o»mp.i«y I'liti-rs iii'o a snj'iilan-m to 
i\']kair rSie stnvt to i\w saM-tV:i-in of, 
tW l'.>t>vijHi privi.'.tii:. On I.i;'.::re to 
m.ikti s;ioh r^'pair the '["'nviji pnsi- 
dint sh.^!l make i: a! -'ae ov-; of the 
cut'.^any ^Orvi:n.inv>L«. 5*v. l-'>''. 
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B. Administrative Powers and Duties 
3. Streets and Highways 

e. Permits to open pavement — (Continued) 

^lay require a deposit to cover cost of 
, restoration before issuing permit 

(Charter, sec. 391). 

Shall require deposit, when granting per- 
niit to open street pavement of the 
amount necessary to restore it (Or- 
dinances, sec. 148). 

Shall make rules and regulations govern^ 
ing the restoration of street pavements 
(Ordinances, sec. 150). 

May notify licensee to restore or relay 
pavement removed (Charter, sec. 391). 

May relay or restore pavement removed 
if licensee fail to comply with notice 
(Charter, sec. 391). 

Shall restore pavements, sidewalks, curbs 
or gutters taken up in pursuance of 
his permit (Ordinances, sec. 150). 

It shall be his duty to prevent the un- 
authorized removal, incumbrance or 
obstruction of street pavement (Ordi- 
nances, sec. 147). 

f. Inrumhrances and encroachments 

Shall have cognizance and control of re- 
moval of incumbrances (Charter, sec. 
383). 

Shall issue permits: 

To incumber street or sidewalk (Ordi- 
nances, sec. 219). 

To erect posts in the street (Ordi- 
nances, sec. 220). 
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iJ. Admixistbative Powers and Duties 
3. Streets and Highways 

f. Incumbrances and encroachmenis — (Contin- 
ued) 
Shall issue permits : 

To erect bay windows projecting be- 
yond building line (Ordinances, 
sec. 224). Sections 224-234 con- 
tain rules governing bay windows 
and permits therefor. 
To construct ornamental projections 
beyond building line (Ordinances, 
sec. 235). Sections 235-245 con- 
tain rules governing such proje(^ 
tions and permits therefor. 
To move buildings through public 

streets (Ordinances, sec. 269). 
To remove public lamp-posts (Ordi- 
nances, sec. 298), 
Shall control the placing of building mate- 
rial on asphalt and wood block pave- 
ments and issue permits providing for 
protection of such pavements (Ordi- 
nances, sec. 270). 
Shall report to the corporation counsel en- 
croachments in streets or take such 
other action as the' ordinances prescribe 
in relation to such encroachments (Or- 
dinances, sec. 91). 
Shall supervise the erection of: 

Stands within stoop lines and under 
" L " stations (Ordinances, sees. 
364, 365). 
All awnings (Ordinances, sec. 253). 
It shall be his duty to direct the removal 
of awnings erecteil contrary to the or- 
dinances (Ordinances, sec. 258). 
Mav direct removal of anvthing which in- 
cumbers or obstructs a public street 
(Ordinances, sec. 94). 
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B. Administkative Poweks and Duties 
3. Streets aiid Highways 

f. Incumbrances and encroachmciUs — (Contin- 

ued) 
Shall order to be altered or removed in- 
cumbrances, or obstructions specified 
in this section when directed by the 
board of aldermen (Ordinances, sec. 
221). Section 222 provides the form 
of notice in such cases. 
Shall remove: 

At the expense of persons failing to 
remove it, the rubbish, etc., left 
after completion of the pavang of 
the street in front of their proper- 
ties (Ordinances, sec. 137). 
Anv material which obstructs the res- 
toration of a pavement illegally 
taken up (Ordinances, sec. 146). 
Shall collect from persons redeeming ar- 
ticles removed from the streets as ob- 
structions rhe expense of removal and 
the charge fixed by this section (Ordi- 
nances, sec. 96). 
Shall advertise and sell at auction all arti- 
cles removed from the streets and not 
redeemecl, in accordance with provi- 
sions of this section and shall account 
for procee^ls of such sale (Ordinances, 
sec. 98). 

g. Street signs and house numhering 

Shall have cognizance and control of the 
placing of street signs (Charter, sec. 
383). 

Shall number streets and buildings (Or- 
dinances, sees. 101-105). 

May erect street signs near hospitals and 
like places forbidding noise (Ordi- 
nances, approved July 2, 1907). 
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\ \. , \ IsriLVTlVE POWEES AND DuTIES 

*;. .'<(nrts and Highways — (Continued) 

h. Pr-evention of accidents 

May close to traffic any street deemed dan- 
gerous to life by reason of building 
operations, repairs to street pavement 
or blasting on abutting property (Ordi- 
nances, sec. 100). 

May direi»t form and manner of giving 
notice required from persons lawfully 
obstructing the streets (Ordinances, 
sec. 142). 

Shall require contractors and others to 
erect fences and place lights to pre- 
vent accidents (Ordinances, sees. 209- 
218). 

i. Vaults, cisterns and areas 

Shall have ci^gnizance and control of lict»ns- 
iug vaults under sidewalks (Charter, 
see. 38;]). 

Shall jH»rmit the cH>nstruction of vaults or 
oisiorus in stnvts (^Ordinances, sec. 
lUlM. Stvtions 170-11)4 ciuitaiu rc^i- 
latious gineming the ciuistruction of 
such vaults and cisterns and of an*as. 

Shall onliT nnnoval of suhH^h surface 
iHnvrinsr over auv vault and the 
sul>>;iiu;ion of a rvui::h e\>vcrin:r. and 
n^j^^rt failuix* to iH^mply with this or- 
der to l^»^l^^^aT^on i»ounrH.»l \ OnHuantx-s, 

s<\\ i:mV 

Corr^in pr\i^it!i^ to po»!tvt p^jH"^ >l.a'! 

\\!urv iT-'.s :»*:v> ar\' !aM » Or '.ii.ai.-xs, 

» * 
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B. Administrative Powers and Duties 

3. Streets and Iliyhways — (Continued) 

j. Public uvlh, pumps, cisterns and hydrants 

Shall control the building of wells and 
pumps (Ordinances, sec. 195). 

Shall order public wells built under in- 
spection of department of water sup- 
ply (Ordinances, sec. 196). 

Shall close any well built by any person in 
the public streets (Ordinances, sec. 
* 198). Section 195-207 contain regu- 

lations governing wells, pumps, cisterns 
and hvdrants. 

k. Bridges and tunnels 

Shall have cognizance and control of the 
construction and maintenance of 
bridges and tunnels except bridges 
over navigable streams (Charter, sec. 
383). 

1. Vacant lots 

Shall have cognizance and control of fill- 
ing, fencing and excavating lots (Char- 
ter, sees. 383, 435). 

m. Powers devolved 

All powers and duties |x>ssetvsed by and 
imposed on the c<;mmissioner of high- 
ways of Xew York City on January 
1, 1902, are devolved upon the presi- 
dent of the borough (CTiarter, sec. 
388). 

4. Sewers and Drainage 

Shall have cognizance and control of all 
subjects relating to public sewers and 
drainage (Charter, sec. 383). 
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R Administrative Powebs axd Duties 

4. Scurers and Dniiiuvi^ — i Ontinued > 

». » » 

Has devolvetl ou kim all p»wers and duties 
of ei>DstitiK-nt c»>rp'>rati»:'a> or officers 
tliere«>f relating to sewers and drains 
i Charter, sec. oMM. 

Has juris*! let i«.'n of sewers and drains in 
the public streets of hLs b»:*»>ii2li- Shall 
keep them in ffx-J • ni«er and c»>nditiv»a. 
clean and fr^e fp-m •x>ftniction and 
shall make nei.'^tNiarv repair? to severe. 
drains, receiriGj; b*srns, culverts and 
opening c»>ciiet!i:eil therewith i Ordi- 
nances, stc. 15- ' - 

Mav n^juest b»\inl *A es:imire t«> aojuire 
land v»r easeaients f.-r sewers < Charter. 

Shall have change of c»>iis.:mcti*:»n and 
main^etian-c^ of: 
Sowers I Charter, sec. -3S» •. 
Sewage »i:-r»i>iai tviints • CKArter. see. 
4«>1«. 

Shall itu:iav t^'ans f r i'^:'»':c sewers and 
vlraiiis I •.'L-jf.r*'* r. s«^i*. r*^'*-. 

Mav vN'irracu f * r :iijl Grid's aril etn:"!' v 
etic'tuvrsw S'Tsr-v-Ti, ir.-r.«M.'^-.-r^ and 
»>•!>• rs iu :I:e c»*c.-:rt:»'': -a »»f sewers 
\ Chjir:rr« sec. -'-^"^ . 

Mav c^ustr:**: :c:ir-*"ra-v seT.^rs •>r drains 
if a^'Z^r^^'K'** *•"'•■ b»ari A t*-*:.:'- i"e Chir- 
VCT^ stv. :»'U . 

Siia'I aw.ir'I v> :.'rj:'s f r sev-rs :a. w> > 
v^r rar: • :i rrii.':d s'>c:n ^a*: zs in 

* •» *• 

avv»rl.r:vv wi-j: i\*v.s i -'I «. barter. 



svw ^» 



4 
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B. Administrative Powers and Duties 

4. Sewers and Drainage — (Continued) 

Shall prescribe mode of opening sewers 
and drains^ and the form, size and ma- 
terial for connections therewith and 
authorize lateral connections (Ordi- 
nances, sec. 153). 
Shall determine points of discharge of 

overflow sewers (Charter, sec. 392). 
Shall dredge any canal into which over- 
flow sewers are discharged (Charter, 
sec. 393). 
Shall approve plans for private sewers 
and issue permits for construction 
thereof (Charter, sec. 395), 
Shall grant. permits for connections with 

private sewers (Charter, sec. 395). 
May authorize private sewers to connect 
with public sewers upon conditions set 
forth in this section (Ordinances, sec. 
154). 
May license connections with sewers under 
conditions named in this section, and 
cause necessary restoration or repairs 
if licensee fail to make such promptly 
(Ordinances, sec. 157). 
Shall collec»t amounts specified for permits 
to make sewer connections, and in the 
case of manufactories, etc., fix the 
amount to be paid for such connections 
(Ordinances, sec. 158). 
Shall cancel permit for sewer connec- 
tion for failure, after notice, to stop 
the discharge of steam or hot air into 
sewers (Ordinances, sec. 168). 
Has in charge licensing of cisterns and 
cesspools (Charter, sve. 3S3). 
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n» AoMiNisTRATiVK PowKKs AND PuTiES — (Continued) 

A, l^uhlic Huilditujs ami Ofices 

Shiill have tH^iizanoe and control of: 
Oini:>tniotion, repairs, cleaning and 
iudinrenani.v of public baiMinir^, 
inoludirur markers, except 5d»:»I- 
hvni>o>^ alm>h'>use?, purnireiLriarir*. 
and drv an-l p-l:o? ^^a^i'-n L-ose* 

I'dre a^ 



"♦ » 






^ » 
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Commissioner of Public Works 

May (lis<»hargo all administrative powers of president of 
borough relating to streets, sewers, public buildings and sup- 
plies (Charter, see. 1583 ). 

Shall, in absence or illness of president, discharge all his 
duties (Charter, see. 383). 

Assistant Commissioner of Public Works 

^[ay disc^harge iK)wers and perform duties conferred upon 
him in writing by president of borough (Charter, sec. 383). 

Superintendent of Buildings 

lias p(»w(M's and duties previously vestcnl in and imiK)scd 
on l)oard of buildings and the conunissioner of buildings (Char- 
ter, scH?. 408). 

Shall administer and enforce rules and regulations, laws 
and ordinances relating to construction, alteration and removal 
of buildings (Charter, sec. 406). 

Shall dwide all questions of compliance with building laws 
and regulations, subject to api>eal (Charter, sec. 411). 

With ap}>roval of lx>rough president may vary any existing 
regulations, laws or ordinances where strict compliance is im- 
possible (Charter, sec. 410). 

Shall have jwwer : 

To ap]>oint subordinate officers ((^barter, sen;. 400). 
To fine, suspend or remove subordinates (Charter, sec. 
400). 

May d(*sigTuite chief ins})ectnr of buildings who in his al> 
sence shall ])()s<(\«*s his powers and perform his dutie^s (Charter, 
sw. 400). 

Shall test balustrades (Ordinance*^, sec. 251). 



,/ gpfiJi'ar.irtnfl conoernins biiililin^ operations 
-..r.v*-. 413.1. 
•.;■ i'.l moneys re^'eived ami pxpen.leii hy him 



rrarv b» President of Borough 

i^-rerarv t.. cai-h liK-al l>>arri in the b.>n>iii;!i 
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BOROUGH PRESIDENT. 



Oboanization 



I. GENERAL ADMINISTRATION 
1 Office of Bobouoh Pbesioent — City 
Hall 
a Borough president 



b Secretary's Office 
1) Secretary* of boroug'^ of Manhat- 
tan 



2) Appointments and Local Boards 
Division 

a) Clerk (in cliarge) (1) 

b) Clerk (1) 

c) Stenojfraplior (1) 

d) Attendant (1) 



3) Office Force 
a) Confidential stenographer (1) 



b) Clerks (2) 



POWEBB AND DUTIES 



Exercises charter powers with respect to 
appointment of commisaioner of public 
works, assistant commissioner of public 
works, secretary, engineers, architects, 
clerics and subordinates. 

Exercise supers* ision over the several 
bureaus under his jurisdiction and dis* 
cretlonary powers with resi)ect to the 
work controlled by each bureau. 

Authorizes expenditures, executes con- 
tracts, signs orders, certifies payrolls and 
vouchers for payment 

Performs duties as member of the board 
of estimate and ai>portioument. 

Performs duties as member of board of 
aldermen. 

Performs duties as member and ciiairman 
of local boards. 

Api>oints members of local school boards. 



Has supervision of office force in perform- 
ance of duties detailed below. 

Is ex officio secretary to local boards. 

Prepares special and periodical reports, no- 
tices for City Record, etc. 

Handles general correspondence of the of- 
fice. 



c) Messenger (1) 



Maintain records of all appointments and 
changes in pers<mnel of employees of de- 
partment, and handle corresiwndence 
relating thereto. 

Maintain records of work of local boards 
and prepare calendars, resolutions, min- 
utes, etc. 

Maintain records of flpi>ointnients to local 
school bojirds. 



Performs duties of a confidential charac- 
ter not ascertainable. 

Record, file and index correspondence. 

Clerical attendance upon secretary, keep- 
ing diary of engagements, meeting call- 
ers ui)on secretary or president, etc. 

Performs . duties in accordance with title. 
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OitijAniZAi If 9% 



I. HKSKHAL AI^MINIHTKATION 

I Onruk or B^HVircH I'»j»idk3it — City 

h Hirrt:tary"it Of/ice 
#'J; OMJri* For<«. (<V>ijtiiiu«Ml> 
i\} AttHidaiit (Ij 

i') 'IVWi»hfJW ojierator (1) 

t) I'ntroliiiau (1) 



V Au(iUor*n Office 
\) Auditor 



2) OfMrp Konv 
a) (n(*rki (2) 
h) Ht<«ii<»Krfipher (1) 

:)) DIvIhIuii of StriMM SlKim 
n) Korenmn of «trt»et slgUB (1) 



li) MiH'luiiiion) and Labor Foroe 

( 1) For«*iiion {li) 

(2) FtUMMunn rlggi^r (1) 

(.'D l*huiilH»r'H apjirentlre (1) 

( k) MarhliiiHt'H liolper (1) 

(A) La)N)rt*rH (2) 

MO Orlvtn* ( M 

(7) IliirMo and wagon (1) 

(S» Truck (1) 

(IM TiMiuiMtor (U 

d i^oitflifvtktUtt htitittvtor 



2 Orrirt or rnr roMMissioNrs or PiB- 
iir WonKj« 



I'OWEBS A^D DCTIES 



r<*rfr>rms duties of messenger. 

i>IK»rate5* switchboard for president's office. 

Detall»Ml from iH>lice department. Performs 
duties of utteudant or messenger. 



lias general sujiervision of finances of de- 
partment. 

Attends pulilic lettiugs and transmits de- 
IK>sits to eomptroiler. 

Prepares financial rei)orts for Information 
of president. 

Reviews and cliei'ks voucliers, payrolls, and 
oi)en market orders transmit tetl from the 
office of the commissioner of public 
works. 

Prepares budget estimates for department. 



l*erform duties in accordance with title, as- 
sisting auditor in work above described. 



lias general supervision of street signs. 
Directs and suiH»r vises work of foi'ce. 
Ileceives and attends to cx)mplalnts. 



Perform nuH^hanical and other work re- 
quired iu erecting, removing, altering 
and repairing street signs, sign Ixvxes, 
|)osts. etc. 



I 



lias dutit*s of a (Confidential character |>er- 
siinally assigmnl l»y prt»sident. 

Is cliaufTcur to president. 



In<|Hvrs i>»n'<tnu'tum work in progress 

uutlcr *>»ntract. 
K\:un'Ut*> I ho ^^»n(litiou of j^ivenients. 
SuiMM'\i<«w Work iliuu* b\ dt>;t:irtmental 

la»»ivr on the iiKi':itt»i::iUv'e .of stone and 

u',a« a«la:u j»avc:i.cn:s. 
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Organization 



I'OWKRK AND Dl'TIES 



I. (iKNKUAL ADMIXISTKATIOX 
2 Ofj'ick ov the Commihhioner of ruB- 
Lic Works 

a CommiMMhmcr of irnhVu* irorktt— 
( Colli Inneil) 



irorkft 



Supervisees work done by contractors on 
the umUitenuuoe of asphalt and wood 
block pavements. 
Advises bureau heads of conditions re- 
quiring; action noteil by him in the field. 
Transmits orders received from the bor- 
ough president to bureau heads in refer- 
en<*e to administration matters. 
L<«sues orders concerning the current busi- 
ness uf the department and relating to 
sucli other matters as the borougli presi- 
dent entrusts to his discretion. 
Approves re<iulsitions and orders for the 
purchase of supplies and the making of 
repairs. 
Approves specifications for contracts. 
j Ueceives and oitens bids and awai*ds con- 
I tracts when deputized to do so by the 
I borough president. 

Signs vouchers. 
* Approves refunds on security deposits. 
Replies to communications. 
Signs corresi>ondence prepared by the cor- 
' res[X)ndenc*e clerk. 
Directs bureau heads and subordinates to 
I report on sjiecial matters relating to 
^ their bureaus. 

Receives reports from bureau heads and 
< either acts upon them or transmits thera 
to the borough president for action. 
Receives quarterly and annual reports 
from bureau heads and transmits them 
to the lM)rough president. 
Re<»eives budget estimates from bureau 
heads and transmits them to the bor- 
ough president. 
In the absence of borough president acts 
ill his stead in all matters. 

comwiMHioner of public jg supi)osed to l>e in charge of sidewalks, 

but perforins no ascertainable duties 
with respect to them. 



c FIccretary to comrnhHtoner of public 
trorks 

d Cashier's Office 
1> Cashier (1) 

2) Permit clerk (1) 

3) Inspector of regulating, grading 

and paving (1) 



Ter forms routine work In office of com- 
missioner of publl<' works. 



Is.sue i>ermits for (1) plumbers* 0|)ening8 
and (2) bay windows, ornamental pro- 
jections and other encroachments. 

Receive cash from ( 1 ) owners or agents, 
for redemption of proi)erty removed to 
incumbrance yards ; (2) grantees of per- 
mits, for (a) fees or (b) security de- 

[K)SitS. 
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OR0AniZA.TIOH 



I 



I, GENERAL ADMINISTRATION 
2 Office of the Commissiomeb of Pub- 
lic Works 
d Ca8hicr*8 Ojf ice— {Continued) 



e Chief Clerk's Office 
1) Chief clerk (1) 



2) Bookkeeping Division 

a) General bookkeeper (1) 

b) Clerks (9) 



3) Payroll Division 

a) Clerk (in charge) (1) 

b) Clerks (5) 

c) Messenger (1) 



Powers and Duties 



4) Telephone and Messenger Service 
a) Telephone operators (2) 



b) Messengers (2) 



c) Laborer (1) 



Deposit with chamberlain receipts from 
(1) and (2-a) above and security de- 
posits for street openings. 

Deposit with comptroller all security de- 
posits received except those for street 
openings. 



Supervises office and distributes work to 
various divisions. 

Receives all correspondence coming direct 
to the office or f orw^arded from the pres- 
ident's office, and distributes or assigns 
it for attention. 



Prepare orders for supplies, repairs, etc. 

Maintain file of contracts let by depart- 
ment. 

Check invoices for supplies and repairs 
and estimates for contract payments. 

Prepare vouchers and voucher schedules 
and secure their proper certification. 

Maintain general and detailed accounting 
records for the department. 

Prepare monthly, quarterly and annual 
financial statements. 



Prepare official copies of payrolls from ab- 
stracts of time reiK>rts made in the sev- 
eral bureaus. 

Maintain a card index showing name, ad- 
dress, civil service title and rate of pay 
of all employees of the department. 

(Mieok computati<m8 and extensions, and 
are responsible for clerical accuracy of 
payrolls. 



Operate switchboard connecting with all 
bureaus and offices under the commis- 
sioner of public works. 

Act as messengers within and without the 
offices. 

Performs duties of messenger. 
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Oboanization 



I. GENERAL ADMINISTRATION 

2 OfFICB OF THE COMICI88IONEB OF PUB- 

uo Works 
e Chief Clerk's OjlTice— (Continued) 
6) Correspondence Dirision 
a) Clerk (in charge) (1) 



b) aerks (2) 



6) Stenographers' Division 

a) Clerk, in charge (1) 

b) Stenographers, male (2) 

c) Stenographers, feniale (7) 

I'll 

II. BUREAU OF STREET OPENINGS 
1. Engineer {in charge) (1) 



2. Clerk (1) 



3. Draughting Force 

a Draughtsmen, topographical (4) 



b Draughtsman, architectural (1) 



c Draughtsman, mechanical (1) 



4. Engineering Force — field force 
a Assistant engineer (1) 



b Transltmen and computers (2) 



c Rodmen (4) 



PowEBS AND Duties 



Receives correspondence from the chief 
clerk and dictates replies either upon his 
own knowledge or upon the basis of re- 
ports of bureau or division heads and 
instructions from the commissioner. 

Maintain files and rasters of correspond- 
ence. 



Perfonn all stenographic work in office of 
commissioner of public works and sub- 
ordinate bureaus. 



Is in charge of and responsible for the 
work of the bureau, which consists 
chiefly of (1) completion and correction 
of city map for borough of Manhattan, 
(2) preparation of preliminary reports 
and diagrams and of rule, damage, 
benefit and profile maps for street open- 
ing proceedings and (3) custody of maps 
and records. 

Attends to the clerical work of the office 
Keeps record of and has custody of street 
maps in possession of the bureau, and 
produces them for inspection or in re- 
sponse to court subpoenas. 



Prepare maps and plans and make com- 
putations. 

Prepares maps and plans and makes com- 
putations. 

Pr^ares maps and plans and makes com- 
putations. 



Makes surveys and is in charge of field 
force. . 

Make surveys under direction of chief or 
assistant engineer. 

Assist transltmen and computers in mak- 
ing surveys. 

Plot field notes, prepare maps and trac- 
ings, make computations, etc. 



m nf ntKt "*■ til 



ii^r*. .Ir'.lia hiilms ia. 



f all rvziiUitinc fntiinf. 
z. [larina *vA pppaTti* 
Vir« and rellags>ns <rf 
iiiB. nillii£ sod elcnTat' 

»!■ to iM^-rMtily for Im- 
nn I'l |ir<ilinhle ctjst. 
•II of >iinlm<-t s|ie<1lk«- 

ror imrtlnl mid final imy- 

> Tor jinynieiita on 



■ work aud of 
tlonx ikiKl ad- 
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Organization 



III. BrUEAU OP HIGHWAYS 

1. {'ONSTBUCTION AND MAINTENANCE OF 

Pavements Under Contract 
c Clerical Work and Sidewalk Inspec- 
tion 
2) Clerical ayid Otfice Work— (Con- 

tlnuecl) 
c) Ledgers, registers and contract 
records 
(1) Clerk (1) 



d) Time records, indexing and 
miscellaneous 
(1) Clerk (1) 



Poweris and Duties 



3) Sidevcalk Inspection 
a) General foreman (1) 



b) Inspectors of complaints (11) 



e) Messenger and general utility , 
(1) Laborer (1) 



(2) Messengers (3) 



a 



c) Laliorer (1) 

Inspection of Corporation Work 

1) Public Service Companies except 

Street Railways and Subways 

a) Inspeitor of rej?"lating, grad- 

ing and paving (In cbarge) 

(1) 



In charge of all records, containing ac- 
counts of regulating, grading, curbing, 
fencing and flagging. 

Indexes sidewalk notices. 



Has charge of time records. 
Indexes letter books. 

Performs miscellaneous duties at reciuest 
of clerk in charge. 

Performs messenger ami mis<*ellaneou8 
office duties. 

One messenger in addition to messenger 
service (1) prepares bills to service cor- 
porations for stone block pavement re- 
pairs, (2) prepares permits for erection 
of guy posts and banner poles and for 
placing of tar kettles and boilers and 
(3) records orders Issued to asphalt 
companies for restoration of pavement. 

Assigns ins|)e<:'tors to districts. 
Distributes complaints to inspectors. 
Decides as to necessity for repairs. 
Makes inspections and has oversight of 
inspectors. 

Make district and special insi)ections and 
make reiwrts as to necessity for repairs. 

Serve notices upon property owners or 
agents to make repairs. 

One inspector flies reports and assists fore- 
man. 

Acts as insiHHrtor. 



Assigns insi)ectors to cori>orations and 
sui)ervises insi>e<'tion of work of public 
service companies except street railways 
and subwnys. 

Lists i>erniits for laying of mains. 

InsjKH^ts main work of all kinds except 
I Jiving of water mains. 
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Obganization 



III. BUREAU OF HIGHWAYS 
1. CoNSTBuerioN and Maintenance of 
Pavements Under Contract 
d Inspection of Corporation Work 
1) Public Service Companies except 
Street Railways and Subtcays 
— «'oiitiuue(i) 

b) Driver (1) 

c) Inspectors of regulating, grad- 

ing and paving (2) 



d) Corporation inspectors (38) 



Powers and Duties 



2) Street Railways 

a) Assistant engineer (1) 



Is driver for Inspector in charge. 

Assist inspector In charge in supervision 

of corporation inspectors. 
One assists foreman In inspecting main 

work of all kinds except laying water 

mains. 
Other inspects laying of water mains. 

The duties with which corporation in- 
spectors are charged are as follows : 

(1) To examine the permit issued and 

see that the company does not 
exceed the limits stated therein. 

(2) To see that no unnecessary inter- 

ruption to traffic is permitted 
while the cut is being excavated. 

(3) To see that bridges are built upon 

the request of storekeepers, giving 
easy access to their stores. 

(4) To see that the intersecting streets 

are always kept open to traffic 
and that the company does not 
use more than one half the width 
of the street at a time. 

(5) To compel the company to build a 

20-foot bridge wherever their cut 
interferes with the use of a fire 
hydrant. 

(6) To see that the earth is thoroughly 

rammed upon the refilling of the 
trench and that the paving blocks 
are put back temporarily in a 
safe manner; if an asphalt street 
on a stone foundation, the paving 
blocks replaced temporarily should 
not project more than one half 
inch above the surface of the sur- 
rounding asphalt. 

(7) To see that all material is removed 

from the street. 
(S) To submit a report on all main 
work showing all details of the 



work. 



Has supervision of 

and to pavement, 

way companies. 
Directs work of corpora ticm lnspe<'tor8 as 

signed to stret^t railways. 



repairs to structure 
made by street rail- 
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()bganisl\tion 



III. BUUEAU OF HIGHWAYS 

1. CONSTBUCTION AND MAINTENANCE OF 

Pavements Undeb Contract 
d Inntpection of Corporation Work 
'2) i<trect i^ii/ irai/«— (Continued) 



b) Corporation Inspectors (20) 



3) Subicay Construction 
a) General inspector (1) 



4> Miscellaneous Inspection 
a) (ieneral ln8i>ector (1) 



b) Driver (1) 

e Draughting and Computing Maps 
and Records 
1> Assistant engineer (1) 



Powers and Duties 



2) Dranglitanien, topographical (4) 

f ^rap Room and Records 
1) I^veler (1) 



2) Laborer (1) 



Notifies railway companies to make re- 
pairs. 
Makes special reports to chief engineer. 

Perform duties in resi)ect to street rail- 
ways similar to those of corporation in- 
spectors given above. 



Inspects repairs to pavement and side- 
walks made necessary by subway con- 
struction and maintenance. 



Inspects pavement conditions throughout 
entire borough. 

Performs duties implied in title. 



Is in charge of work of division, which 
consists of : 

(1) Preparing maps and making com- 

putation.s for repaying work, 
from information turned in by 
field force. 

(2) Submitting data to chief clerk for 

preparing specifications for con- 
tracts. 

(3) Mqiintaining records of all paving 

and reinivlng. 

(4) Preparing assessment lists and 

maps for flagging done by city 
at owners' exiH»nse. 

(Tt) Maintaining mai>8 showing kinds 
of i>avement througlumt borough. 

(<0 Maintaining skeleton maps show- 
ing areas restored under aban- 
doned contracts as a basis for 
determining overlaps. 

Assist hi i)erforming work above si)eclfled- 



Has custody of all maps prepared by city 
surveyors (after completion of work). 

Has custwly of letter lM)oks and book- 
keei)er's records not in current use. 

V«<slsts leveller In performance of duties 

alH>ve siHK'ifled- 
.Makes blue prints for entire department. 



( I'li/iHifal LaUirvtfiry 



1 I Irf-vuh-r I ] I 



TowEBB xso Ditties 



Tests Baui]il<» uf ]>areueut materials ex- 
(■viit ceuiMii. ami makes r«i>orte there- 
im to the ■L'Uief (-ngiDeer. 

Aitsisls chemist. 

^■•L•lll^-tK «amii1«* f<ir this and for cement 



for sulimissiot 



ll;is field suiierrisiiiD •.if all coD^troftkHi 

<.'4n;fics viiui-hers fi-r i>ajTD«it to c-on- 
iraiiiT. 

.Vs,<ist iu field sai>WTisi<>n and diwct work 

.<ii]ierTi»e wurfe of snrveying gangs. 

1 'tint irniti.-ates nf Hly sarveyors for 

im-ui Ki.rk. 
I'rei.iire ivnifii-ale# U'T I'lv^ress and final 
li;iviiii-iiis ,aj ii'n"'raie !=:>■(.* wort 



Hit m-rti.v r,- 



Tt .-.n RiTersM* 
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Oboanization 



III. BUKEAU OF HIGHWAYS 
1. Construction and Maintknance of 
Pavements Under Contract 
j Contraet Construction — field irork 
4) Surveys, etc.. for liepavIiiR 
Work— (Contluued) 

b) Second gang 

(1) I/cveler (lii charge) (1) 

(2) Axeman (1) 

(3) Assistant foreman (1) 

(4) Laborer (1) 

k Mnintvnanve of all Pavements ex- 

vept Granite Block out of 

(Guarantee, Macadam and 

Dirt Roads 

1) AHHtfitant engineer (in charge) 

(1) 



Powers and Duties 



2) Office Records, Billing, etc. 
a) General Inspection Records 
(I) (leiieral insi>ector (1) 



b> Builders* Openings 
(1) Kodnian (1) 



Is in charge of insjiection and clerical 
forces employed in maintenance of as- 
phalt, asphalt bloi'k and wood block 
pavements and granite block pavements 
under guarantee. 

Directs contractors to make repairs. 



Sends to section inspectors notices of 
orders for reimirs. 

Performs clerical work for assistant en- 
gineer. 



Ueceives reports prepared by inspectors In 
the several divisions showing: 

(1) Openings made by water depart- 

ment. 

(2) Openings made to erect guy posts 

and banner ]K)Ies. 

(3) Damages to i)avement caused by 

const met ion of buildings and 
vaults. 

(4) Damages to pavement due to re- 

setting curlis. 

(a) Damages to pavement from un- 
known causes. 
Iiis|)ects pavement re(>orted as damaged 

and makes sketch and measurements of 

pavement to Im restored. 
Has blue prints prepared by draughting 

force and forwarils them to office of 

superintendent of highways. 
Certifies bills for restoration of pavement. 
Kxamines pavements prior to issuance of 

in4*uinbrance permits to builders. 
Measures sand, gravel, screenings, etc., 
• used in repairs to stone block and 

macadam streets. 



u 



OUUANIXATION 



MI. lUUKAU OF IIKIHWAYS 
I. I'oNNrHi'i-noN ANi) Maintknanck of 

|*AVKMKNTH I'NDKR i'ONTRACT 

k Muihhitaiwv of ail PavrmvntH ex- 

Witt Unntitv HUn^k out of 

(iuariintn\ Mactutain ami 

lUti lUMdH 

'.M (ifflvv Hvt^onltt, HUUtijj, etc. 

U\ HuUitn'H* 0/M7i<«ji*— (Oon- 

(U) luMptH'torM of oimiphilnts 
r) l^lumhtTH* O/u'iilfij/Jt 



PowEBS AND Duties 









Assist rr.dman iu measuriug pavemeuts. 
One of the three attends to clerical work 
for both this division and the next. 

l<tH»t»lves re|K>rts prepared by inspcfctors in 
tlie several divisions showing all plani- 
lH*rs* openings. 

iVuiputes aresi of opening, prepares dia- 
gniui and forwards it to superintendent 
of highways. 

Has metisureuieuts made by inspectors for 
the pun^^vse of ivriifying bills. 

Makt^ )^rsi>ual inspection and measure- 
ment when mesisurements by paving 
iVUiiuuiy are in excess of those made 
by iiisiHvxors. 

Make measurements of restored parement 
tor ivr!:tioatK^n of bills by rodman. 
^^'lerii-^l work for this division is per- 
former! by i>ue of the three inspectors 
iu prvN-^li:*^ dtv:sU»n.i 



Is r^vi>»i;s'Me tor work of this divisitni. 
w ** \ *\ %\*:-.s:sj:s ol : 

^ * » Kt^,v:v»*.^ rt->.»r?s of defects and 
■>>» ..*. ^ -r>. r.1 division inH*ectors. 

r«» 1* ANS.:^' i dv:>i:s a:iJ o|>eniUir- 
A.\>.^:vi :;^ vo i-c^rty charipetible 
^^ :a rysr^-r.*:: -:•. o' ;«dvenienr- 

Tk- M.' .^ •' '-'S >f :.s:s to luiriios 
ry^.v.,> . t^. *'\.i%-v i'^ v-^sesj where 
vv'. .:-.v. s ^^vi" .-^^ta A.N.iiHKHied or 
V * A'-- .< - ■.♦«• 0'V.:r.i-:':> have I'ei'U 






rv' « -'•:♦.* i> ^ .jt«t*I --If rvt«4lrs. 

.' . \> ^ * « '. . ..►,•'. r> ;«rwivusly 
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Organization 



III. BUREAr OF HIGHWAYS 
1. constbuction and maintenance of 
Pavements Undeb Contract 
k Maintenance of all Pavements ex- 
cept Granite Block out of 
Guarantee, Macadam and 
Dirt Roads 
*2) Office Records, Billing, etc. 
d) Asphalt Repairs and Noti^'cs to 
CUwipanies — (Continued ) 

(4) Inspectors of complaints 

(5) 

(5) I-aborers (3) 

3) inspection of Repairs Made by 

Asphalt Companies 

a) Inspector of reflating, grad- 

InK and paving (in charge) 
(1) 

b) Insi^ei'tors of .regulating, grad- 

ing and paving (in charge) 
(22) 

4) Measurements of Repairs to be 

Paid for L'ndcr Maintenance 
Contracts 

a) liCveler (1) 

b) Kodmen (3) 



Powers and Duties 



5) Inspection of Pavement Condi- 
tions 
a) Section 1 {south of Houston 
Street) 
(1) Inspe<*tor of regulating, 
grading and paving (in 
charge) (1) 



(2) Inspe<-tf»rs of liCguIating. 
grading and paving (4) 



Verify police reiwrts of defects in pave- 
ments. 

Perform same duties as insi)ectors above 
stated. 



Sui>ervise8 worlc of inspectors. 



Are assigned to repair gangs of pa\^ng 
coni{)auies to see that work is proi>erly 
done and that marks on pavement are 
not exceeded. 



Follow repair gangs and make measure- 
ments of areas repaired. 

Submit estimates of yardage laid each 
day. 

Certify bills as to yardage only. 

Submit monthly reports of yardage of 
pavement laid. 



Sut'er vises work of inspectors in his sec- 
tion. 

Makes reports to assistant engineer of all 
openings which have been ready to be 
restonnl for 15 days. 

Submits weekly reiHirts of pavements in 
need of repair, as basis for orders to 
jisphalt companies. 

Are assigned to divisions within .se<*tion. 
Note defects of pavements, keep records 

and submit daily reiM>rts of same. 
Mark out areas to be repaired uwler main- 

tenan<*e and abandoned contracts. 
MeasXin* areas of pavements restored 

uiMler abandtmed contracts and submit 

rtM'ords of same. 
Submit reiMirts of restorations made. 

r 















.:iitt 
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Obganization 



III. BUUKAU OF HIGHWAYS 
2. Maintenance or Gbanite Block Out 
OF Guarantee, Macadam and 
DiBT Roads 
a iSuttcfHfitcndcnt of hiyhwaya — (Con- 
tinued ) 



b Clerical iwirf Permit Divinion 
1) Clerk {in charge) (1) 



2) Clerical Force 
a) Clerks (2) 



b> Inspector of complaints (1) 



c) Attendant (1) 

d) Messengers (3) 

e) laborer (1) 



PowEiis AND Duties 



borough president for assignment of In- 
sjiectors to contract work, ])ermits for 
construction and repairs of vaults, per- 
mits for erection of guy posts and ban- 
ner poles, ()ermits for placing tar ket- 
tles and boilers. 
Certifies payrolls and vouchers. 



Has direct 8Ui)ervislon of clerical, insi>ec- 
tion and repair forces attached to su- 
perintendent's office. 

Prepares and issues valul i)ermits and 
computes charges for same. 

Prepares and issues permits for erection 
of guy posts and banner poles and for 
placing tar kettles and boilers. 



One clerk (1) prepares requisitions and 
vouchers, (2) maintains card record of 
asphalt contracts by streets and ave- 
nues, (3) maintains cost records of re- 
pairs to stone block pavement by de- 
partmental labor, (4) maintains records 
of orders issued for repairs to stone 
block pavement, (5) prepares memo- 
randa for Inspectors charged with meas- 
urement of openings and for foremen 
charged with repair of same, (6) pre- 
pares bills for repairs to all kinds of 
pavement, to be rendered to builders, 
plumbers, service cori>orations, etc. 

Second clerk ( 1 ) prepares contract vouch- 
ers based upon certificates submitted by 
engineers, (2) maintains voucher regis- 
ter contract ledger and appropriation 
ledger. (3) prepares quarterly and an- 
nual rei)orts. 

.Vssisti* first clerk in duties above stated, 
a Is;) assists <«lerk in charge and others. 

.\$>sists second clerk In duties above stated. 

Perform messenger and office boy work. 

Performs nies.senger and office boy work. 



III. Bt'KEAl' OF aiGHWATS 
Z. Maixtkiascs or GKAsm Bukk Oct 



I'ovoB AXB t>i~ncs 



l> I I>atI«^'t^JC9 of (>j«pUiiUi i 



; Patr»l districts toA visit locMioiu for 
wbicb pFTmiis hare be«ii gruiied to *ee 

I rbat all lanli •■'toMrDottoa Is In acconl- 
ant* with permits. 
It iwnuits tuTe L>>1 Iv^a •tLtalDed. Dotify 

I .iMitfa.-ror or oirn«- to obtatn permil 

I and inscrrK-t p»lk-e to prohibit rorttier 

! «i>rfc until pMvlt Is isninL 

I ]Iak■^ TvrtMl tvpurts ['.- ufb.-e «< all at- 

I tMu^jis to i.-iriuitrii<.t rau^ta sitboat or 
u-jt in aoMTxlaif-v ■ri:ti penniis. 

I ►n^ is a-fSUOMi] to iiupMtluD of «-l 
to'aci- us t->r vSii>-fa [i^fmlts harr bg gn 
i-viwd (»r «viti'iD -if caj i»sts and b«ji- 



ir> srte tbat Q'l unautb'Ti: 
aii'if tor thJ* (inrpi.**. 
kjiitlM^ iEWp^i'ts .•n-^f.-'ux tor »hl>-h t«r 
k^-t::.' pfraiiw haT* twm isMieil. A!s«j 
[«tri.>;3 eotiiv Uir-Miih t.i rrerwit mk- 
auth>'nz«il pii'-iuj; -yt tar kenl«« oa 

iiMtLitT tii*«-r* :.--ati..n^ f.^- whi.-h N.11.T 

t*::rt^ '" r»i^ii to iJtvrwi: aiUDibi>ri>riI 
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III. BUREAU OF HIGHWAYS 
2. Maintenance of Gbanite Block Out 
OF Guarantee, Macadam And 
liiBT itoAus — i Continued) 
c Divistim of iStone Block i^avemem 
Hepatrs 
1) Tool Shop 
. a) Toolman (1) 



t)) Amtistaut foreman (1) 



0) r^aborer (1) 



2) CorporatUm Yards (Care and 
distribution of supplies) 
a) Kast Side Yards 

(1) General foreman (1) 



(2) Teams (2) 



(3) Yard Forc'es 



(a) Broome Street Yard 

Assistant forenran (1) 
Laborers (2) 
Horse and cart (1) 

(b) Bhington Street Yard 

Assistant foreman (1) 
Laborers (2) 
Horse and cart (1) 



Powers and Duties 



Makes requisitions for purchase of tools. 

Receives tools to be repaired from varioua 
repair gangs and delivers same to con- 
tractor. 

Delivers tools to gangs upon presentation 
of requisitions. 

Assists toolman in performance of duties 
above speclQed« 

Assists toolman In performance of duties 
above siieclfied. 



Has general supervision of east side yards. 

Approves retiuisltlous for supplies for vari- 
ous yards. 

Receives and forwards to superintendent 
reports of assistant foremen and labor- 
ers in charge of yards. 

Api)ointed December 29, 1909, and await- 
ing assignment. 

In each yard there Is an assistant foreman 
or a laborer in charge, and in most cases 
a laborer acting as night watchman. 
Any additional laborers assist in hand- 
ling 8upi>lies. Horses and carts deliver 
supplies to and from yards. The assist- 
ant foreman or laborer in charge re- 
ceives supplies ui)on requisitions trans- 
mitted by general foreman to superin- 
tendent of highways and delivers sup- 
plies ui)on requisitions of foremen of re- 
pair gangs. 
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Oboarization 



III. BUREAU OF HIGHWAYS 
2. Maintenance of Gbanite Block Out 

OF GUA&ANTEE, MaCADAM AND 
DlHT BOADS 

c DiviHion of tStone Block Pavement 
Repairs 
2) Corporation Yards (Care and 
distribution of supplies) 
a) East Side Yards 

(3) Yard Forces— (Continued) 
(0) iilst Street Yard 

Assistant foreman (i; 
Laborer (1) 



(d) iS9th Street Yard 

Assistant foreman (1) 
Laborer (1) 
Horse and cart (2) 

(e) 70th Street Yard 

Laborers (3) 

(f) hOth Street Yard 

Assistant foreman (1) 
Laborer (1) 
Horse and cart (1) 

(g) Slth Street Yard 

Assistant foreman {i) 
Laborer (1) 



b) Wt*st Side Yards 
( 1 ) General foreman 



(2) Yard forces 

(a) ^i\th Street Yard 

(a) Assistant foreman (1) 

(b) Laborer (1) 

(e) Horses and carts (2) 

(10 3<w;i Street Yard 

(a) Assistant foreman (1) 

(b) Laborer (1) 

(c) 44th Street Yard 

(a) Assistant foreman (1) 

(b) Laborers (2) 

(c) Team (1) 

(d) Horses and carts (2) 

(d) 52/i Street Yard 

(a) Assistant foreman (1) 

(b) Lal)orer (1) 



PowEBs AND Duties 



Has duties similar to tbose of general fore- 
man of east side yards. 

Have duties similar to those of yard forces 
for east side yards. 



) 
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Oboanization 



III. BUREAU OF HIGHWAYS 
2. Maintenance of Gbanite Block Out 
of guabantee, macadam and 
Diet Roads 
c Division of Stone Block Pavement 
Repairs 

2) Corporation Yards {Care VMd 

distribution of supplies) 
b) West Side Yards 

(2) Yard forces — (Continued) 

(e) 56th Street Yard 

(a) Assistant foreman (1) 

(b) Laborers {2) 

(c) Horse and cart (1) 

(f) 101st Street Yard 

(a) Assistant foreman (1) 

(b) Laborer (1) 

(c) Horse and cart (1) 

(g) l^th Street and Harlem 

River Yard 
(a) Laborers (2) 

c) — (See also yard force under 
section 6 below) 

3) Repair Force 
a) Section 1 

(1) General foreman 



(2) Office Force 
(a) Foreman (1) 



(b) laborer (1) 



(3) General Repairs 



Powers and Duties 



Supervises all repairs to stone block pave- 
ments within his section. 

Assigns gangs to work. 

M^kes record for central office of labor 
and supplies used in each repair job. 

Mnkes inspections to determine necessity 
for repairs. 



Receives, enters in memorandum book and 
files notifications of permits issued for 
opening pavement. 

Keeps blotter record of cave-ins or dan- 
gerous holes reported and action taken 
In each case. 

Keeps records of all work by repair gangs. 

Prepares weekly reports of materials used, 
force employed and pavement laid. 

Forwards time records to superint^idenfs 
office. 

Acts as messenger and assists in clerical 
work. 

Force in each gang makes repairs to stone 
block pavement according to assign- 
ments by general foreman. 



Uhuanisation 



m. Bl-KtUr OK HIGHWAYS 
::. MAiN-noANi'ii or Uunitk Block Uut 
or Ui'&HAKTKK, Macadam 
Dm KoAWi 
(.■ IHeUivit i>l StoiK Black Povtment 
ttepairt 
Si RrjNitr funt 

tUku«d) 



Fur«uau of each gatiK rvtonu dallj- memo- 
ruuduui ot yanlaee uf pavement laid ; a 
weekly retxirt uT HUpiiIiee nsed, tone eo- 
Kag(<il. and i)«vt>iuei)t laid ; and a we^l^ 
time rfl}iort 

Horses and carts are aaed to tranqtort 
mippllea aod toots- 

Oue laborer Ui eacb ganf is detailed as 
lauipataii. 



» Gmg 1. 

fuceman (1) 
PaT«r (1> 



IToreiuaii <lt 
FVTec 111 



RumnHM' 1 1 1 
LatM>r«r9 < ^ ) 
Uiirse and t-art i 



ForMoan i 
Pai-er 1 1 ' 



PfiVW , t I 

O^iDintira I 111 
tliirw ind ■nrr > 
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Oboanization 



III. BUREAU OF HIGHWAYS 
2. Maintenance of Gbanite Block Out 
of guabantee, macadam anb 
Dun Roads 
c Division of Htone Block Pavement 
Repairs 
3) Repair Force 
a) tScction 1 — (Continued) 
(4) Restoration of openings 



Powers and Duties 



(a) Gang 2 

Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (3) 
Horses and carts (2) 

(b) Oang 5 

Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (3) 
Horses and carts (2) 

(c) Oang 8 

Foreman (1) 
Paver (1) 
Rammer (1) 
Jjaborers (4) 
Horses and carts (2) 

(d) Gang 9 

Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (2) 
Horses and carts (2) 



Force in each gang make repairs to stone 
block pavement according to assign- 
ments by general for^nan. 

BVreman in each gang upon completion of 
Job (1) returns original order of gen- 
eral foreman having entered thereon 
the date of completion, the yardage and. 
kind of pavement laid (2) enters upon 
a card received from superintendent's 
office particulars as to cost of each re- 
pair Job completed. He also prepares 
weekly time reports. 

Horses and carts are used to transport 
sui)plie8 and tools. 

One laborer In each gang is detailed as 
lampman. 
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III. BUREAU OF HIGHWAYS 
2. Maintenance of Gbanite Block Out 
OF Guarantee, Macadam and 

DiBT BOADS 

c Division of Stone Block Pavement 
Repairs 
3) Repair Force — (Continued) 
b) Section 2 t 

(1) General foreman 

(2) Office Force 

(a) Foreman (1) 

(b) Laborer (1) 

(3) General Repairs 



Powers and Duties 



(a) 



(b) 



(c) 



(d) 



(e) 



(f) 



Oang 11 
Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (3) 
Horses and carts (2) 



Oang 12 
Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (3) 
Horses and carts 



(2) 



Oang 14 
Paver (1) 
Rammer (1) 
Laborers (3) 
Horses and carts 

Gang 16 
Foreman (1) 
Pavers (2) 
Rammer (1) 
Flagger (1) 
Laborers (2) 
Horses and carts 

Gang 17 
Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (3) 
Horses and carts 

Gang 18 
Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (2) 
Horses and carts 



(4) 



Duties of force employed in this section 
are similar to those of tirst section. 



(3) 



(3) 



(2) 
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Organization 



HI. lUUKAU OF IIHJllWAYS 
2. Maintenance of Gbanite Block Out 

OF GUABANTEE, MaCADAM AND 

Diirr KoADS 
c DiviHion of Stone Block Pavvment 
Repairs 
'\) Uvpair Force 

b) Svviwn 2— (Continued) 
(4) Kestoration of Opeuiiigs 

(a) Gang 13 

Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (3) 
Horses and carts (3) 

(b) Gang 15 

Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (3) 
Horses and carts (3) 

t) Section 3 

(1) General foreman 

(2) Office Force 
(a) Laborers (2) 

(3) Greneral Repairs 

(a) Gang 20 

Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (3) 
Horses and carts (2) 

(b) Gang 22 

Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (4) 
Horses and carts (2) 

(c) Gang 23 

Assistant foreman ( 1 ) 
Pavers (2) 
Rammer (1) 
Laborers (2) 
Carts (3) 

(d) Gang 24 

Foreman (1) 
Pavors (2) 
Rammer ( 1 ) 
Laborers (2) 
Horses and carts (4) 



I'owEKs AND Duties 



Duties of force employed in this section 
are similar to those of first section. 




56 



OSGANIZATION 



HI. BUUEAr OF HIGHWAYS 
2, Maintenance of Gbanite Block Out 

OF GCABANTEE, MaCADAK AND 

Ddtt Bqads 
e Division of Stone Block Pavement 
Repairs 
3) Repair Fortx 

c) Section 3 — (Continued) 
(4) Restoration of Openings 

(a) Gang 19 

Assistant foreman (li 
Pavers (2) 
Rammer (1) 
Laborers (3) 
Horses and carts (2) 

(b) Gang 21 

Foreman (1) 
Ramm^ (1) 
Labor»^ (3) 
Horses and carts (2) 

d> Section 4 



I'OWEMS AND DUTlEUi 



(1) Gen«vl foreman 

(2) Office Force 
(a> Laborers (2) 

(3) Misoellaneons and Emer- 

geocy Work 
(a> Laborer (1) 
(b> Horse and cart (1) 

(4) Greneral RefMdrs 

(a) Gang 25 

Foreman ( 1 > 
Paver (1) 
Rammer (1) 
Labor«^ (2> 
Horse and cart (1) 

vb> Gang 26 

Foreman ( 1 ) 
Paver <!> 
Rammer < 1 ) 
laborers r2) 
Horse and cart i 1 > 



iHities of force employed in this ssecti«>ii 
are similar to those of first section. 



lo> Gantj 2S 

Fon^man n> 
Pavers 1 2) 
Rammer ( 1 ) 
T^Nirers <2> 
Horse and c^rt ( 1 > 
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Organization 



III. BrUEAU OF HIOUWAYS 

2. Maintenance of Granite Block Out 
OF Guarantee, Macadam and 
Dirt Koads 
v Division of Stone Block Pavement 
Repairs 
3) Repair Force 
i\) Section 4 

(4) General Repairs — (Con- 

tinued) 
((]) Oang 29 

Assistant foreman (1) 
Paver (1) 
Rammer (1) 
Laborer (1) 
Horse and cart (1) 

(e) Gang 30 

Foreman (1) 
Paver (1) 
Laborers (2) 
Horse and cart (1) 

(5) Restoration of Openings 

(a) Gang 27 

Foreman (1) 
Paver (1) 
Rammer (1) 
Laborers (2) 
Horses and carts (2) 



e) Section 5 



(1) Genera] foreman 

(2) Office Force 

(a) Assistant foreman (1) 
(b> Laborer (1) 

(3) General Repairs 

(a) Gang 31 

Foreman (1) 
Pavers (2) 
Rammer {1> 
Laborers (2) 
Horse and cnrf (1) 

(h) Gang 33 

Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (2) 
Horse and cart (1) 



Powers and Duties 



Duties of force employed in this section 
are similar to those of first section. 



< 'WiA.IIZATIO.t 



til. Bl'KKAr OF IIKJIIWAYS 

2. Malntenance of Usakiti! BLM'K OtT 
OF GUABANTee. MaCADAU AM) 
UlBT KOAIM 

f DivtMim of stone Block J'avemvnl 
Repair! 
3) Itrpiiir Ft/n-e 
e) Si-etion Q 

Ct) Uenerul nepalrg — (<'mi- 

U-i Oang 34 

Foreman (1) 
Paven <2) 
Kamtner (l> 
Laborers (3) 
Horse and csrt < I ) 



l<l| 



Oano 35 
Foreoiati (1) 
Paver (1) 
Rammer (I) 
Laborers (2) 
Horee and cart (1) 

!<■) Oang 36 

Foreman (1) 
Paver (1) 
Rammer <1) 
Laborers (2) 
Horse and cart (1) 

(r) Gang 37 

Foreman (1) 
Paver (1) 
Rammer (I) 
Laborers 12) 
Tlorse and cart ( I ) 

lit) Hang .IS 



Itnmmor (1) 
LntMirers (2) 
Home nitd cart (1) 

(4) npntorntloii of Oiieiilnen 
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ObgA NIDATION 



Powers and Duties 



III. 
*> 



HUKEAr OF man WAYS 

Maintenance of Granite Block Out 
OF Guarantee, Macadam and 

DUT KOADS 

c Dimsion of Stone Block Pavement 
Repairs 
.1) Repair Force— (Continued) 
f ) Section 6 



(1) €reneral foreman 

(2) Yard and Office Force 

(123rd Street) 

(a) Foreman (1) 

(b) Driver (1) 

(c) Horse and cart (1) 

(d) Laborer (1) 

(3) G^ieral Repairs 

(a) Gang 40 

Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborer (1) 
Horse and cart (1) 

(b) Gang 41 

Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborer (1) 
Horses and carts (2) 

(c) Gang 42 

Foreman (1) 
Pavers (2) 
Rammer (1) 
Laborers (2) 
Horse and cart (1) 

(<\) Gang 43 

Assistant foreman (1) 
Pavers (2) 
Rammer (1) 
Laborer (1) 
Horse and cart (1) 



Duties of force employed in this section 
are similar to those of first section ex- 
(-ept that they include (1) care of sup- 
plies and tools at the 123rd Street Yard, 
(2) care and cleaning of viaducts. 



t>MAMSATIOn 



111. Bt'KKAV UF tnuHWAYS 

i. MjIINTIlNAM'E ■»' (JKAMTG BUK'K OUT 
M- <,il'AK.^NTEt;, MACADAU 
l>lkT KikAUS 

V lUi-iaioH vf Xlone Block I'aieiHenI 
1 4 1 Hesioratlon uf Opeulngs 



I aanu 39 

Fi>r«iuan (1) 
l-avers (2) 
HuDuuer |1) 
Laborers (2) 
tlora^s aud carts I 

Care aud Cleauiog of Via- 



I Ulvprslilp l>r1ve Viadm-t 
AssUtuut for«niau (1> 
l.abun^rs (2) 

I IMth Strvoc Vladiu-t 
Asslataui fiirviuaii 1 1 1 
Laborers <:;> 



a> nrlvvr 

a) l^iik «'»< 



las eeii^rat snperrlsioa of repair nt 
i.'leauiiitE of dirt and macadam mails. 
-Maktv Jaily ttispections. 

1 ilrlvfr for ;n^oeral inapeotor- 



l*n'i>arvB abstracts from time books for 

Tini'H ration of payrolls. 
l'tT|«ii>-« iiiiurifrt.T report from wgekly r^ 

|H>rts ..f gcaruES. 
[■ri-jHirttt rHiiiisittoDS for supplies. 

V-isisis i-lert 111 [■^''^ormant'e of ilDtlm 



to bureau of [nonni- 

>l'li«i needed. 
:itul liH-atlon of wort 
■anl office. 
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Oboanization 



in. BUttEAU OF HIGHWAYS 
2. Maintenance of Granite Block Out 
OF Guarantee, Macadam and 

DiBT UOADS 

d Division of StreetH and Roads — 
(Coutinued) 
4) iu8i)e('tion 
a) General foremau (1) 



o) Yard Fort-e at I2:ird Street 
a) Foreman (1) 



b) Watch Duty 

(1) Watchmen (2) 

(2) laborer (1) 

c) Cleaning and (Jcncral I'iUity 

(1) Laborer (1) 

(2) Assistant foreman (1) 

(3) Cart (1) 

(4) Team (1) 

d) Construction of and Repairs 

to Apparatus 

(1) Blacksmith (1) 

(2) Blacksmith's heli>er (1) 

(3) Foreman wheelwright (1) 

(4) Wheelwrights (2) 

(5) Painters (2) 
(G) Toolman (1) 

it) Ueimir and Cleaning of Mac-' 
adam and Dirt Koads 

a) District from 125//i Street to 
H\5th Street 

(1) GcMieral foreman (1) 

(2) Driver (1) 

(3) First gamj 

(a) Foreman (1) 

(b) Assistant foreman (1) 
ic^ Laborers (3) 

(d) Team (1) 

(e) Cart (1) 



Powers and Duties 



Ueports on condition of roads and work of 
force. 



Has immediate supervision and keeiis time 
records of force employed at yaiil. 

Has charge of supplies used by mechanical 
force and tools used by outside force. 

Submits to general inspector a weekly re- 
port of work performed by yard force. 



Perform duties of watchman, two doing 
night and one day duty. 



Assist in handling supplies, clean yard 
and otlice, etc. 



Construct and rei>air apparatus and tools. 



lias imme<liate charge of all work in dis- 
trict 
is driver for general foreman. 

Makes repairs to and cleans dirt and 
macadam roads. 

Foreman (1) obtains supplies from 123d 
Street yard upon re<iuisitions (2) makes 
weekly report of all work done under 
his charge (3) keeps time re<*ords. 
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F' jiEAr OF HHiHWAYS 

iA^ci: or Gka^ite Buock Orr 



lS^^<iiz' aiHi i^)«ttnUi^ of Mac^ 
3 i:±3i in«l l>lrt lUKid:^ 
^' •rn^t *^*m VSStk i>ttxrt tu 
I*%V4 > f -^ » t — \ CoQtmiied \ 

Cart i 1 » 



4 F. 



e ^. 



ill 

til 

• 1. 



1) 



s F ctci^ii • "1 • 
* •: ar:* - ■ 

: F«»?*TlifcL Z ' 

- Lar: - 1 
1.' Tr-n' •mill 



lla$ saiue dnn«?«i se aUtre «SeBcribefL 



Has 2$aiue duties: as aU.vre ikstTibed. 



lias saiLM- il'irirt' as aU»Te 



Has sauif -i :"» a> aU'Vt? described. 



!•,:• .^ .»f •: !^ ,1 V >; .1, are s.n.i.ar t«» those 



* ».i 



*-i !. i* -^t stalled. 



« Vi S* "t>l«i Of: Iff 



:v Brni.AT o? iv ^MnuAX. r< 



1 Sin»»»r.iiit*iu!»*:r »' ::» •:••**- 






V •'■^^■^ ".»'- 



• m-.»rt tif the 






I » 
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Organization 



IV. BUREAU OF INCUMBRANCES 
1. Offwc of tiuitennicndcnt — (Cou- 
tiuueci ) 
b Clerk (1) 



c Clerk (iieriuit) (1) 



2. Inspection Force 

a luspcc'tors of incumbrances (7) 



b In8iH»ctor of complaiuts (1) 



3. Seizure of Incumbrances 
a Foreman (1) 



4. Custody of Incumbrances Seized 

a Ririnffton fitreet Yard 
1) Foreman (1) 



b 123r<f Fltreet Yard 
1) Foreman (1) 

c ri/Tyth Street Yard 
1) Keeper (1) 

2> Laborers (2) 



Powers and Duties 



K(H*p8 all records of the bureau except as 

noted below. 
Is in charge of all office work excei)t the 

issue of permits. 

Issues i)ermits for (1) placing building 
material in streets, (2) crossing side- 
walks, (3) erecting sheds over sidewalks. 

Keeps registers of permits issued, and in- 
dex of registers. 

Patrol streets and avenues of their resi>ec- 
tive districts for the i>urpose of observ- 
ing and reporting all violations. 

Make special visits to locations designated 
by the sui)erintendent. 

Serve notices ujwn (1) those incumbering 
sidewalks, (2) owners or agents of prop- 
erty having vault covers with smooth 
instead of rough surfaces. 

Make reports to superintendent on pre- 
pared blanks. 

Rei>orts violations witli respect to bay 
windows and ornamental proJe(*tions. 

Is employed also by bureau of highways 
and responsible to both bureaus. 

Visits (with truck) locations designated 
by superintendent of incumbrances. 

If incumbrances are found after projier 
notice has been given, he seizes the 
goods and delivers them to a corpora- 
tion yard. 

Makes record of his action on inspectors' 
rei)ort8 and returns them to the sui)erin- 
tendent. 



Ue<*eives goods brought by foreman in 
charge of truck, makes record of g<KKls 
received and delivers receipt to driver. 

Releases g<xMls to i)ersons having an order 
from the 8ui>erlntendent. 

Is requirwl to account for all goods re- 
ceived. 

Perfonns duties al)ove described. 



Performs duties above described. 
.\ssist foreman In handling goods. 



Br itEAl" or SEWEKS 

I^ 1-KKt>TK>UK>-r or i^WEKi 






Pd«xbs aso Dcties 



Is aJniiuistratiT* Iwod or bureau^ rwsi->;. 
Eld^ VfOMnl sap<errbii->a -if •.■oaa 






• hie ?«?rSinii» uufiisiEiup^ ■Iti;^ ami rv- 
' ivivifs ..-■iinltla.nis ■•r-r clu* ;-!*^ limit?. 
I >iiii^c baa ■■taaraB ■>£ ioire rwin lh P'iT^ 
I Uun building: 



Mt*ia«>iiia<r I 



■Htmiirs stmi^i. 



li'~!i»«"l linmiM-r^ 



65 



Powers and Duties 



V. BIREAU OF SEWERS 
2. ( 'oNSTKUCTioN — ^((Vmtliiiietl ) 
b Engineering Force 

1 ) Principal Assistant Engineer 
and iStaff 
n) Principal assistant engineer 



b) Transltman and computer (1) 

c) Rodman (1) 

d) Axemen (2) 



2) Assistant Engineer and Staff 
a) AssUtnnt engineer 



b) Transltman and computer (1) 



c) Axeman (1) 



d) Laborers (2) 



e) Cleaner (1) 

3) Boring Oang 
a> Foreman (1) 

b) Assistant foreman (1) 

c) Horse and cart (1) 

d) laborer (1) 

e) Sewer cleaner (1) 



Organization 



Has charge of all work south of 125th 

Street. ^ 

Prepares all specifications for contracts. 
Makes surveys with the assistance of 

tpansltmaii, rodman, axemen and bor- 

ing gang, and furnishes contractors 

with lines and grades. 
Directs work of inspectors of construe- 

tlon. 
Inspects work In progress and materials 

used. 
Makes measurements for partial paj'- 

ments. 
Prepares certificates for partial and final 

payments. 

Assists principal assistant engineer in 
'performance of duties above specified. 

Assists principal assistant engineer In 
performance of duties above specified. 

Assist principal assistant engineer in per- 
formance of duties above spec*ifled. 



Has charge of all work north of 125th 
street. 

Performs duties similar to those of prin- 
cipal assistant engineer al>ove stat(Hl 
except that he does not prepare con- 
tract specifications. 

Assists the assistant engineer in ]>erform- 
ance of duties above si>eclfied. 

Assists the assistant engineer in i perform- 
ance of duties alK)ve si)ecified. 

Assist tlie assistant engineer in i>erf(>rm- 
ance of duties alK>ve specified. 

Has care of offices at 125th Street. 



Make borings for both principal assistant 
engineer and assistant engineer. 



IVlWF.IIfl AMI DVTl 



OsoANisuTion 



I Brli-kluytT 1 1 1 



llns charge of drotting and field force. 

Perform duties of draftsmen In prepar- 
ing all mapa auil plans reqnlred by ibe 
bureau. 

Maintain corrected detail maps of eotJre 
sewer efetem of bureau. 

:?iirrect map In office of permit clerk show- 
ing bouse connections, spurs, ete. 



Performs no ascertainable daties. 

Is presumed to supervise am] pemonally 
inq)eot all coostmctioa work in praeiV!<a 
and to see tbat Inspectors ut cuoinruL-- 
ilon are oa dut^. 

'■ Ktvp record of siiecified data with refer- 
ence to conuueucement, progress aoJ 
(vmpletloa of worfe. 

Ui';->rt (-omplrtion of nurt: and file cec- 
i.li.-at.:^ to Ituit effect. 

I.iV;ite s:iui~ and brani'bes. superiDleod 
iim''^-tiii[is, ia.-'i-rct L.lasting. etc. 

'.^iKserre and rei-irt failures to foIK-w 
si-evificatioo*, d. -images to per^oo:: "r 
i>r< ;i^rtT. a:ii^aj(>:s to make nnaatlK-r- 
iiiil cv'uaei.-i.'.-ii*. ell-. 

U'.''(ii:re efidrtii-v ••{ L-itiiensliip from lab- 



67 



Oboanization 



V. Bl'UBAU OF SEWERS— (Continued) 
3. Maintenance— CLEANING 

a Office of tiuperintcndcni of Main- 
. te nance 
1) HHpcnntcndent of maintcnatice 



2) ueneral foreman (1) 



3) Foreman (1) 



4) Clerical and McHttcnt/cr Force 
a) Foreman (1) 



b) Attendant (1) 



c) Laborers (2) 



d) General foreman (1) 



5) Inspection Force 
a) Foreman (1) 



b) Sewer cleaners (2) 



fi) Dump-chcckinff Force 
a) Sewer cleaner (1) 



Towers and Duties 



b Emergency Work and Examination 
of Complaint ft 

1) First Gang 

a) Assistant foreman (1) 

b) Sewer cleaners (2) 

c) Laborer (1) 

d) Horse and cart (1) 



Has general supervision of office and in- 
s{)ection force and of yard and cleaning 
gangs. 

Assigns work to gangs and makes per- 
sonal insiH'ctionp. to secure proiier i)er- 
f or ma nee. 

Performs duties of superintendent in lat- 
ter 's absence. 

Takes ehUrge of any gang when foreman 
Is absent. 



Clerical work in office at 153 Lafayette 
Street. 

Clerical work in office at 153 Lafayette 
Street 

Messenger and office boy work at 153 
Lafayette Street. 

Performs messenger service l)etween La- 
fayette Street office and office at 123rd 
Street, and various uptown gangs. 

Distributes orders, collects time sheets, 
etc. 

Inspects basins, grate bars and general 
condition of basins. 

One sewer cleaner inspects gasoline con- 
ditions in garages. 

The other inst)ects night work of street 
cleaning force below Canal Street, to 
prevent use of sewers for disfmsition 
of dumpings. 

Makes daily visits to dumps of street 
cleaning department to ajH-ertain nuni- 
l)er of loads brought by drivers of the 
bureau of sewers. 

Makes dally report of number of loads de- 
livered to each dump. 



Performs emergency work as cleaning 

gang. 
Investigates complaints. 



ri;-»ia» ISO. I">r!iiE» 



.'■■)■ *j:wir."iS 



r-^ (ni». -nnifcpHii:? v-.ei. ii* :tmt,i tic 
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Oboanization 



V. BUREAU OF SEWERS 
3. Maintenance — cleaning 
d Pipe Setcer Cleaning (Janyn — (Con- 
tiiiiiecl) 

4) Fourth Oang 

a) Assistant foreman (1) 

b) Sewer cleaners (3) 

c) Horse and cart (1) 

5) Fifth Gang 

a) Foreman (1) 

b) Sewer cleaners (2) 

c) Horse and cart (1) 

6) Sixth Gang 

a) Foreman (1) 

b) Sewer cleaners (3) 

c) Horse and cart (1) 



e Brick Setcer Cleaning Gangs 

1) Firnt Gang 

a) Foremen (2) 

b) Sewer cleaners (3) 

c) Laborers (3) 

d) Laborer rockman (1) 

e) Horses and carts (3) 

2) Second Gang 

a) Foreman (1) 

b) Assistant foreman (1) 

c) Sewer cleaners (6) 

d) Laborer (1) 

e) Horses and carts (3) 

3) Third Gang 

a) Foreman (1) 

b) Assistant foremen (2) 

c) Sewer cleaners (5) 

d) Laborers (2) 

e) Horses and carts (3) 

4) Fourth Gang 

a) Foreman (1) 

b) Assistant foreman (1) 

c) Sewer cleaners (5) 
d> Lalwrers (3) 

e) Horses and carts (4) 

5) Fifth Gang 

a) Foreman (1) 

b) Assistant foreman (1) 

c) Sewer cleaners (6) 

d) Horses and carts (4) 



PowEBS AND Duties 



Has same duties as above described. 



Has same duties as above described. 



Has same duties as above described. 



Has same duties with reference to brick 
sewers as described above for pipe 
sewers. 



Has same duties with reference to brick 
sewers as described above for pipe 
sewers. 



Has same duties with reference to brick 
sewers as described above for pipe 
sewers. 



Has same duties with reference to brick 
Kcwers as described above for pipe 
sewers. 



Has same duties with reference to brick 
sowers as described above for pipe 
sewers. 



PowEBs AND Dunes 



V. BfllKAr- OF «K\VKRH 

<• llrti-k M'-iriT flriliiinii tlangn — (( 

(I) Hirth Oana 
HI Fomnan (li 
l» ItnMin tomiien (2) 
('I Kcwt-r I'iRAni-rH (T) 
i\) IliirMm And rarU <'!) 

r /Inifn (Heaning (langt 
It IHnlrlirl Ko. 1 
iif Fomnnn iit \a\mTvn (1) 
It) Ki>w(>r clt'niMTH (2) 
I') IlontMi iiihI cartM (2) 



h) Hi-wor ch-niuT (1) 

el IjfilHirpr I I) 

ill llorwH mill ciirtH f'2} 

r>) OlKtrlrl \... r> 
III Fnrcmnii (1> 
111 Si'WiT rlcniipr (1) 
rl I,iiln)rer ( l) 

<1l IIorm'H mill I'nrts (3) 



7) OMrlrl Xn. 7 
a) Kiirpiium (11 
l>l Sower clninoni <: 
I') IIorM<ii mid cnrlti 



i 
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Oboanixation 



POWEBB AND Dl'TlES 



V. BUREAU OF SEWBRS 

3. Maintenance — cleaning 

f Basitt Cleaning Uanyn — (Con 
tiiiued) 
1>) District No, 9 

a) Foreman (1) 

b) Laborers (2) 

c) Horses and carts (2) 

10) Diatrict A'o. 10 

a) Busin foreman (1) 

b) Sewer cleaners (2) 

c) Horses and carts (2) 

11) District yo. 11 

a) Foreman (1) 

b) Sewer cleaners (2) 

c) Horses and carts (2) 

12) District No, 12 

a) Foreman (1) 

b) Laborers (2) 

c) Horses and carts (2) 

4. Maintenance — ^bepaibs 

H Office of General Inspector 
1) General Inspector <1) 



2) Messenger (1) 

b Inspection Force 

1) Corporation Inspectiofi 
a) Corporation insi)ector8 (2) 



2) Special Assiffntnents 
a) Stonemason (1) 



b) Bricklayer (1) 



c) Foreman bricklayer (1) 



Ilns 8aine duties with reference to sower 
basins as describeil above for piiH» seweis. 



lias same duties witli reference to sewer 
basins as di*scTil>wl above for pii»c sewers. 



Has same duties with reference to sewer 
basins as descrit>ei1 above for pi]»e sewers. 



Has same duties witli reference to sewer 
basins as described above for pii>e sewers. 



Is in charge of all repairs to sewers and 
sujiervises work of emplo.vei»s under him. 

Inspects contract work and certifies to Its 
satisfactory completion. 

Prepares siiei'ial reiMirts ujwn refpunst of 
the chief engineer. 

Performs duties in accordance with title. 



' One is assigned to Inspectlmi of construc- 
tion work by the Iludmm Terminal <*o. 
Second Is assigned to insi>ection of con- 
struction work at N. Y. Central terminal. 
Character and amount of their services 
not ascertainable. 



Insjiei'ts sewer changc»H ne<-essitatiHl by 
construction work, jirlnclpally at rail- 
road terminals. 

In8pe<*ts sewer <*haiiges ue<*essitate«l by 
construction of elet'trlc subway. 

Insi»e<-ts sewer clianges necessitate*! by 
constru<*tlon work at bridge terminals. 



. BUREAU OF SBWBBS 
4. Maintenance — bepaibs 

b luaprvlioH Force — (CoiifluuLil) 
3) Harfaic CondUimi* of Xci 



li| MuBinis (2) 
<■) LuborerB (3) 
il) Sewer cicauers d) 
(See also c-2 below) 

L- JUpairt to SCKcri 
1) Office at Jiiiiiigluii Uti 
u) Foreman mason 



b> Messenger 



2) hig/ieftioii uf A'pkiilt I'arcniciii 
RrpaliH Bcqutrcfl bji Itrptiin 

a) Biisln fureniun 



liiHliect BurfHf-e cundltLuiM of newer s. 
teuis, rei>ortiiiK lovacloim retiulriug 
|)alrs or L-leaulug, 



Is next in autliortty to tbe eeneriil lii- 
spettor. 

ABaljcnu work to repair gangs, niecbanii.-s. 
etc. under hiin. 

Is in <-harRe of eupplles ot rools for botli 
re|iitlr and i-leanlng divisions. 

Kee|>8 reconl uf lo<iitlon uf varluux repair 
gangs. 

Keeps si)eclal record of complaints re- 
ceived and manner of disposition. 

Kee|>s record of tools and implements is- 
sued and returned. 

Transmits foremen's reports to Lafayettt- 
Street otBce. 



■ ln-tiv 



pair gangs lu Ilie t 



liiaiiei'tH work of contractors lu making ri 
pairH to atipliult pavement made necci 
!<nr.v Iiy work of newer repair ganpt. 

MakcK retiortK of work lus|Mt'te<l iih lia.si 
fur approval of invoice!". 



Makt-H repaii 

sewers. 
Kepnirx pliHi* liijnred during 



:ools nsed In reimirin;: 



nut reigulre a nieclianlc. ancli as rei>lac- 
Ing broken nianimle nnd hnxln covers, 
fencing off cave-Inn, etc. 
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OKtiANlKATION 



V. BIUKAU OF SBWKRS 

4. MaINTKNANCE — EEPAIB8 

r lii'imiH to Svirvrn — (Coutluued) 
Ti) ifi'ffular Gangs 

n) Fif'itt Gang 

(1) Brkklaj-er (1) 



(2) Sewer cleaner (1) 



(3) Laborers (2) 



(4) Horse and cart (1) 

b) Second Gang 

(1) Bricklayer (1) 

(2) Laborer, roekman (1) 

(3) Laborers (2) 

(4) Horse and cart (1) 

0) Third Gang 

(1) Bricklayer ri) 

(2) Sewer cleaner (1) 

(3) Laborers (2) 

(4) Horse and cart (1) 

d) Fourth Gang 

(1) Bricklayer (1) 

(2) Sewer cleaners (2) 

(3) laborer (1) 

(4) Horse and cart (1) 

c) Fifth Gang 
(n Mason (1) 

(2) Sewer cleaners (3) 

(3) Laborer (1) 

(4) Horse and cart (1) 



PowEBS AND Duties 



Is In charge of gang and resiionslble for 
performance of duties assigned. 

Reports daily to foreman at liivingtou 
Street yard ( 1 ) to make reiK)rt of work 
completed, (2) to receive new assign- 
ments, (3) to submit time slips of mem- 
bers of gang. 

Inspects repair work by contractors. 

Inspects capping of house connection spurs 
by contractors. 

Makes weekly rei>ort of work of gang. 

.Makes requisitions for necessary supplies. 

Olttains |)erniits for oi>ening pavements 
and re]M>rt8 size and location of cuts. 

Assists niec*hauic in charge of gang m 
making repairs to sewers. 

Assi.Kt me(*lianir In charge of gang In 
making repairs to sewers. 

Tarries tools from place to place. 

Performs duties alwve descril)ed. 



Performs duties above described. 



Perforiiw duties almve described. 



Pcrfi»rms duties almve descril>e<l. 



V. uritKAr Of sEWEiis 

4. MAINTKNA.NCE— BEfAUS 

C Rfiiiiim III Ncirtis 
5) Regular Uaaga — (I'oiitloued) 
f| LptiiKn Divimon 

Hi Braucb office at 123nl 

Street yard 

tHI t'urcuiun luei-hiiiik' <1) 



.::> FIrtI Uano 
<a) BrIi-UHrer (1) 
ll>) Sewer L-teauer (1) 
li-) I.at>urera (3) 
tdt Horae and i-srt (1) 

13 1 mit»%i Oamg 
<ai Masuu (1) 
(l>l Sewer (.-leaner (1) 
<<.'> Laborers <3) 
(d| Horse and cart (1> 



V[. IirilEAU OF PUBIJC BlTir,I>IN»i; 
AND OFFICES 
1. Admihu^utioh 
a Superintendent of pubiU' buUilino 
•Md offttxt 



I'OWEUt AHD DCTlEli 



l>iBtrlbutes complaints to repair gangs. 
(l»1»rta to foreman of Rlvlngton Stre 
yard work done by eacli gang. 
1 m cLnrge of tool supplies. 



« of repair gaiigii abore de- 



Hss geni-ral obarge of the bureau of pnb- 
llr buildings and offices and Is 
re<(]>ouHlb)e for the proper per- 
forninm-e of tbe dntles assigned 
to It. These duties are: 

(1) Cure, maintenance and operation of 

puhllc buildings and offices, pnb- 
Ito bnths and public comfort sta- 
tions In tbe borougb of Mantiat 
tan itiit otherwise provided for. 

(2) Sui'plylng furniture and equipment 

to pnbllc otBces. 

(3) t'lire and maintenance of pnbllc 

markets. 

1h assistant to tlie iiuperlntendent and has 
genenil sntierrlsion of tlie bureau Id 
the iilxteiK'p of the superintendent 

Issues or triinsniltH orders lu employees. 

iVrtlQes pa.vrolls. 

I're|)art>s i-<iutriicts and speetflcations and 
arraiiRm for public lettlngs. 

Issitea (ii>i'n market orders and orders up- 
on con tract B. 
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ObuaN17«ATI0N 



VI. BUUKAU OF ri'BLKJ BUIU>lN(iS 
AND OFFICES 
1. Administration 
b Vlnival Forvv — ( C?oiitiniit»tl ) 
2) Clerks (5) 



3) Attendants (3) 



4) Typewriter copyist (1) 



5) Storekeeper (1) 



0) Messenger (1) 

c Inspection Force 

1) lDsi)ectors of repairs and sap- 

plies (4) 



rowEKs AND Duties 



2) Inspector of fuel (1) 
3> Inspector of reimirs and sup- 
plies (1) 



4) Foreman bricklayer (1) 



d Arrhitecittral drauffhtfimon (1> 



Record and tile correspond^ice. 

Prepare reiiuisitious for snpplies and re- 
pairs. 

Chei'k and verify bills. 

FreiMire vouchers. 

Keep accounting and administrative 
records of bureau. 

Two attendants collect time reports and 

prepare skeleton payrolls. 
Third attendant performs miscellaneous 

office dutieH, such as c<^ying letters and 

tiling correspondence. 

IVrforuiH duties implied In title, consist- 
ing of the preparation of requisitions, 
vouchers, orders, etc. 

Is in charge of supplies stored in county 
court building. Receives, distributes 
and accounts for same. 

Performs duties Indicated by title. 



Inspect supplies delivered and r^airs 
made to various public buildings and 
offices. 

Audit bills for supplies and repairs. 

Daily collect time reimrts from buildings. 

Iiispe<'t coal fit coal yards at time of load- 
ing and certify to the superintendent as 
to the Quality and weight of <*oal deliv- 
ered. 

(The inspector of fuel gives only three 
days per week to this bureau, being 
employed by the armory board the re- 
maining three days.) 

In»i>ects mas<mry work by contract on 

<)l>en market order. 
Advises as to jilans and laying out work 

onlered. 
Makes certifl<'atlon for progress payments 

to <»ontractors. 

Draughts plans for construction and al- 
terations, writes specifications and 
supervises work. 



I 

i 



VI. in:KK.\l; IIF I'UKI.H' iU'IU>IN>;S 
AND OKFIc;l-ai— (O'Utluuedi 
2 Kepauu and Altekatiokb to BviiD- 
inoa AKD EqtiiPUEKT 
u i.'arpenler Hquad 

1 1 Koreiuaii cahliicriuaker 1 1 ) 

2) Forfflweii (2) 

:i) AiwlBtaat roremao |1) 

4) Cublnet niakers {it) 

.'>) Curpenlere (6| 

t> Varnish St/uad 

1 ( Foreman varniulier ( 1 ) 
2} Varnlabera (3| 

I- Hoofing Squad 

\) Foreman UoBinltb II) 
2) Timtnillb (I) 
i\ Tin roofer (1) 
4> Tar roofer (1) 

(I Electrical Squad 

1) Foremau wlreman (1) 

2) Wlremen (2) 

3) I.tibarer (1) 
41 Attenitant (1) 

e Flut. 



2) number (1) 



.11 riiimber'N iimirpntli'i- (I 



1) M<vlinnlciil eiiKliK 



.Mak«« rciiairs. alteratloiu, etc., to balM- 
lugB Bticl furniture upon awlgnment by 
ibe sui)erlDteadeut. 



I'erforms work lu ac^xirdance with title 
iiIHin assignment b.v tbe superlnteodeai. 

Foreman acts as iuspector on work cloue 
by contract on oj^n market order. 



I'crfomis work In accordance with title 
uf>on usslfninient bj tbe superlntendeait. 
Foreman acts as Inspector on work done 
open market order. 



» emitlnyed almost exclusively at the 
Klvintrton Street bath, but Is sometimes 
otbenvlNc axslgiied by tbe foreman 
li]unit>er. 



^iipen'laen maintenance and operation of 
plants flwl acceHAurlex In public build- 
ings and offlces. 

IiivestlgntPH iinil reports upon requests 
for repiitrs and supplies. 

Makes out plans and spec! flea tlouH for 
repairs to mechanical and electrical 
(igiilpment. 

t^u|)erTiM« work of making repairs, altw- 

Kxnnilnes billB for repairs, supplies, etc. 
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Obganization 



POWEBS AND DUTIEB 



VI. HUKBAU OF PUBLIC' BUIIAUXGS 
AND OFFICES 
3. Light, Ueat and Power itob Public 
Buildings 
a (ii'Hcrai Superriftiou — ( ( 'oil t imunl ) 
2) Assistant foreman (1) 



b Fubliv Offirr ami Court lhiildini/H 



1) Hall of Records 

a) Engineer in charge (1) 

b) Stationary engineers (5) 

c) Oilers (3) 

d) Stokers (7) 

e) Licensed fireman (1) 

f) Foreman of elevators (1) 

g) Elevator attendants (0) 
h) Laborers (2) 

i) Electrician (1) 

2) Criminal Court Building 

a) Engineer in charge (1) 

b) Stationary engineers i-k) 

c) Oiler (1) 

d) Firemen (2) 
c) Stokers (3) 

f) Foremen of elevators (2) 
p> Elevator attendant (1) 
h) Laborer (1) 

3> County Court Building 

a) Engineer (1) 

b) Stoker (1) 

c) Firemen (2) 

d) Foreman (1) 

e) Elevator attendants (3) 

4) City Court Building 

a) Engineer d) 

b) Licensed fireman (1) 

c) Firemen (2) 

d) Stoker (1) 

e) Foreman (1) 

f) Elevator attendants (3) 

r») Harlem Court Building 

a) Engineer d) 

b) Stokers (3) 

v) Elevator atteiHlants (2) 



Makes rounds of public buildings, except 
comfort stations, transmitting instruc- 
tions of mechanical engineer' and re- 
l>orting results of inspection. 

Force in each building under direction of 
engineer performs work necessary in 
o|)eration of machinery and making 
small repairs. 



VI. lirUMAr OF I'lIlLIC IlUIUllXGS 
ANI> OFFICBS 
3. I.toKT, Heat and Poweb fob rusur 
Briu>iNG8 
h I'lihlw Off'"' "'"' '■"'""' Hu'ldiittrx 

11) We»t MIA Sti-eet Court Buildinff 
n) Engineer (1) 
ID Fireman (1) 
r) Stokers (2) 
d) Elevator attendnnta (2) 

Tl Bcrottd Ditliict Huiiioipal Courl 
BuiJdinff 
n> RiiKlneer (1) 
h) Sinkers {i) 

.■ pHhIir llalliK 



I) ttiringlon Strcfl llalh 
n) KiiElneera (2) 
l>l Slokera <3) 

J> MIrn Stiy-rt itath 
nl Knitlneen. (2> 
U) Firemen (2) 
<•) Stoker (1) 



•'fiTpv lu encli liiilldlnfc, under direction of 
criirlnecr. perfonnd work neoessarr In 
iitH'rnllon of mat'binerx and making 
sum II reitalra. 
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Obqanizatiom 



VI. lirUKAU OF PUBLIC BUILDINGS 
AND OFFICES 

3. Light, Heat and Poweb fob Public 

BniLDIlTOB 

c Public i/ar/(«— (Continued) 

9) West aoth Street Bath 

a) Engineers (2) 

b) Stokers (8) 

c) Fireman (1) 

10) East 76th Street Bath 

a) Engineers (2) 

b) Stokers (3) 

11) East lOQth Street Bath 

a) E^ineers (2) 

b) Stokers (3) 

4. Cabs and Cleaning of Public Build- 

ings AND OmcEB 
a District south of Sth Street 

1) Supervision 
a) Inspector of pabllc buildings 
and offices (1) 



PowEBs AND Duties 



2) City Hall 



a Janitor (1) 

b) Cleaners, male (2) 

c) Cleaners, female (20) 

d) Foreman of steam heating (1) 

e) Steam fitter's helper (1) 

f) Laborers (7) 

g) Custodian (1) 

h) Assistant custodian (1) 

3) Hall of Records 

a) Janitor (1) 

b) Telephone o|>erator8 (3> 
0) Attendant, female (1) 

d) Cleaners, female (35) 

e) Cleaners, male (2) 

f) Laborers (26) 

g) Watchman (1) 



Supervises janitors, cleaners, laborers. 

etc., engaged in care and cleaning of 

public buildings and offices south of Sth 

Street, except public baths and comlort 

stations. 
Examines and reports on (1) sanitary 

condition of buildings, (2) attendance of 

employees. 
Keeps time of employees not assiguea to 

janitor. 
Pays employees throughout building& 

Force under supervision of janitor per- 
forms duties in accordance with titles 
in the care, cleaning and operation of 
building. 



Force under supervision of janitor per- 
forms duties in accordance with titles 

' in the care, clenning and operation of 
building. 



'■-■"■"•»» 


iN4;s 


I'OWEKi *SD ULTILS 


KtUK,\y OF I'lltur BI'IU 




AM» ttrvtrKA 






t'AW. X!tU *'iJ.ItSlSI, or I'lBLK- BL1U>- 




i*(.ii *»ii Omi.ut 






a limliHl f.alh '/I WA nrrrit— 


( <;<m- 




iUnv<\> 






(| ifrlmlMl Court Building 




Fiinv UDd«T KDiierTlrion ot Janitor p«' 


or Jai'Kirr Hi 




f'iniHt iluiliv ill SM-onlani^ wttb IIU«' 


1.1 AlK^HlsulN r2| 




lu the t-are, clenitliig and i^ieTatioD ot 






liulMlug. 


•1) r't«.i«*Tii, wale (»( 






•-I t'lMnera. a-Diale <32) 






.'.( 4-i,unlit Court Building 




K'ircc undt^r HntierrlefcHi ot Janitor per- 


nt InuMvt i\) 




fiiniiH dnlitw In act-ordiinc^ n-ltb titlpf 


I.) iMUirt-n 112) 






.( ru-attun. fMuale N»| 




liiiildlDg. 


<l) rii-aiM-r. male lit 






ft AltitnUnl. reuiiilf (1) 






ft Vitrnwai (1) 






l(» r'Hw rwurt Huildtag 




[■■iin-c iimlpr xuiM-rvliiion of Jaollor piT- 


at JaiilKir <1> 




riiriiiH (lutfra III BrcnnlHm« with titles 


1.) W,(t-liinau (1( 




in llif (-lire, ilenning an<I (iperatlon of 


<-) AtKiiilntil, rtniinh- (1) 




Imllding, 


■It [.iilHircm U) 






<■! (-1 u-n. iimlo r4) 






f| (ViiiKTH, fpiiiale (in) 






7 1 /*«Y,nrf llUlrUt Muniripal 


Courl 


Kiircc iiniler niipervlHlou of Janitor per- 


Itulldinti 




riiniiH dutleH In nii-onlHiic'e with tllleN 


n> Jiinllnr (1) 




111 llii- inri", I'lmiiiliiK and <i|ierHlIon tif 


III Arifniliiiit, remuli' 11) 




Imllding. 


1) <'li cm. fi>iiiiili> CI) 






III IdilHiriTH 15) 






N| Kjhhcj- ifarktt Court 




F'lrii- nnilcr stipirvlsiou of Janitor |ier- 


III Jiinlt.ir (1) 




fiirniK ilutlcH In nccorilnnf* with tltlps 


III ( IcrmiTH. fi-nmli- (3) 
■■1 I'li-iiiHT, mii1<» (1) 




In lh<> I'liri'. (IfiininK nnil oporntton iif 
lull ill! iiK. 


•h l^ilHii-i-m 1-1 1 






fit \rir 1«f IHHirirl Mu 
Court 
III Jiiiill.ir (1) 


iHpal 






I'oivT iiiKler snrM-rvliiton of Janitor per- 


IH fl..iim-rpi. f.-mnlc m 




rmiiis diilli'x In ntvurdfliK-p with titles 


'■> ''1 iiTH. iiiiilr i:!l 




In tlip cnrc. Hi'iiiiIiik tind operation of 


III LiilHirtTH {:!l 




liii lid 1 lilt. 


I'M f,,.-.-l„l Sr»,ionii Coiii-I. I 


art II 


I'oni' iiiKliT KiiiKTvlslon of janitor per. 


-O .liiiill.ir (11 






'■• •■''•' 1--. f.-iiiiili' (I'l 




In IliP i-nrp. clfjinliiK aitd oiieration of 
Imthlliig. 


M) /•(„„,„.,■ /.,.,„„.(,,„-„( 




i'tinv iiiMlpr sniKTvlslon of Janitor ptT- 






fcnim diitli's III Ho-i.rdHiM-p with litles 
building. 
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Obqanization 



VI. BrUEAr OF ITBLIC HriLDlNCJS 
AM) OFFU'ES 
•J. Cake and (.'leaning of Tl-buc Blild- 
INUH AND Offices 
u DiHtrici south of ^th .s7iTrf--(('oii- 
timieil ) 
I'J) Citu PaymaHtcr'tt Offk-c 
n) iMeaiier (1) 

b) CleiiuerH, f«*u]ulo (2) 

c) Laborers (3) 

Hi) Cntp Record Office 
a) Laborers (2) 



14) Public Admin int ratal's Office 
a) Cleaner (1) 



15) Prince and Wooster Street 
(*ourt Building 

a) Janitor (1) . 

b) Fireman (1) 

\i\) Old 7dh nintrivt MnniciiHil 
Court Building 
a) Janitor (1) 



h District north of Sth Street 

1 > Snitcrrision 

a ) Inspei'tor of pulilic liuildinfrs 
and offices (1) 



2) Jefferson Market Court 
a> Janitor (1) 
b) Firemen (2) 
i) Cleaner, male (1) 
tl> Cleaners, female (7) 

e) Atreudants. female (2) 

f) liHborers (3> 
>r) Sweei»er (1) 

;n Children s Court Building 

a) Janitor (1) 

b) Stoker (n 
e) La I Mirers (2) 

d) Cleaners, female (3) 



PowEBs AND Duties 



For<*e under supervision of Janitor iht- 
forms duties in a<vordaiK*e witb titles 
in tlie care, cleaning and oiieratlou of 
building. 

Force uiMler supervision of janitor i*er- 
forms dutli^ in a<i-ordance witb titles 
in tbe care, cleaning and operation of 
Imilding. 

Force under suiier^'lsion of Janitor i»er- 
fonns duties in aci'ordance with titles 
in the care, cleaning and operation of 
Imilding. 



Force under sui^ervlsion of janitor |kt- 
fornis duti(^ in a<-cordan<*e with titles 
in the care, cleaning and oiieration of 
building. 

F(»rce under sui)enision of Janitor in-r- 
fornis duties in atvordamv with titles 
in the care, cleaning and o^ieratlon ol 
building. 



IVrfornis duties similar t<i those of in- 
apei-tor for district south of Sth Street 
at)ove si>e<*itled. 

Force under direction of janitor i>erforms 
duties in ac^-ordance with titles In the 
care, cleaning and o|>eratiou of building. 



Fon*e under direction of Janitor p<»rform8 
duties in accordance with titles in the 
care, cleaning and ofieratioii of building. 



4) Old k\th nistriet Munirifnil Court 
(2:{rd St. an<l 2nd .Vve.) 
a) LalM>rer (1> 



Force under direction of Janitor performs 
duties in afx»ordance with title in the 
care, cleaning and ojieration of building. 
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T: it -it t - r,j- miUC BriLi>ixi;s 






PlOWCBS A3^ DmES 



Force imdeT dlrwnScm <tf JaBit<4- ittrfcwTii^ 
dnrkif: is at^t^pdaiK^ w'rtk x\t\e in ib*- 
<*are, cktamxiS and o|«eraTi<in << IvniMixx?- 



— ■ - •» . 



KMiv«f Tiiid<!r dlTwcnitfli 4%f jaii't*ir 7«erft«rut^ 
di3ri<^ in jKy**rdaDf«p frttli i'tk» in ttif 
rare, clkisiiaiij: ajid oiiHr&ri<in (4^ ImikLix^ 






(*]:r^*. cieaiiiiiir luid «i}««niTi(ai iff ImUdii^. 



<lir»fM. II. »'*'Nird}.ir*f' vri. — -J*- in tIm 



i?)««ii(«r«v :ff«infi k 



.«. > 



ATpndi.ii: 



•!i»^:* ti^ MU 'fM IMllC 

;<>«mif«.. innr'n ':»»in«* 



^ !>-•••»»'" 



f»f»-T,»-nj^ i)in«ie. ,|- II 






.%"• 



•. •♦ «ntti.u 









l' ••'^ ■< "i 



:iv»* •c II- 
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Oboandeation 



Vr. BUREAU OF PUBLIC BUILDINGS 
AND OFFICES 
5. Cabe, Cleaning and Attendant Seb- 
YicE AT Public Baths and Cou- 
FOBT Stations — ( Cout inued ) 
b Interior Baths 

2) Rivingtan Street Bath 

a) Attendant (in chani^e) (1) 

b) Attendants, male (S) 
o) Attendants, female (8) 

3) Allen Street Bath 

a) Attendant (in charge) (1) 

b) Attendants, male (S) 

c) Attendants, female (8) 

4) Carmine Street Bath 

a) Attendant (in charge) (1) 

b) Attendants, male (8) 

c) Attendants, female (8) 

5) Cherry and Oliver Street Bath 

a) Attendant (in charge) (1) 

b) Attendants, male (6) 

c) Attendants, female (6) 

G) Rutgers Place Bath 

a) Attendant (in charge) (1) 

b) Attendants, female (6) 

c) Attendants, male (6) 



7) E 
a 
b 
c 



10) 
a 
b 
c 

11) 
a 
b 



lUh Street Bath 
Attendant (In charge) (1) 
Attendants, male (6) 
Attendants, female (G) 



8) E. 23r<f Street Bath 

a) Attendant (in charge) (1) 

b) Attendants, male (8) 

c) Attendants, female (8) 

!» W. 4Ut Street Bath 

a) Attendant (in charge) (1) 

b) Attendants, male (5) 

c) Attendants, female (6) 

d) laborer (1) 



W. eoth Street Bath 
Att^idant (in charge) (1) 
Attendants, male (8) 
Attendants, female (8) 

E. lath Street Bath 
Attendant (in charge) (1) 
Attendants, male (G) 
Attendants, female (G) 



PowEBs AND Duties 



Fon-e inider direction of attendant in 
charge performs work necessary in the 
care, cleaning and operation of baths. 



Force under direction of attendant in 
charge iierforms - work necessary in the 
care, cleaning and operation of baths. 



Force under direction of attendant in 
charge performs work necessary in the 
care, cleaning and operation of baths. 



Force under direction of attendant in 
charge performs work necessary in the 
care, cleaning and operation of baths. 



Force under direction of attendant in 
charge performs work necessary in the 
care, cleaning and operation of baths. 



Force under direction of attendant in 
charge iterforms work necessary in the 
care, cleaning and operation of baths. 



F(»rce under direction of attendant in 
charge |)erforms work necessary in the 
care, cleaning and operation of baths. 



Force uwler direction of attendant in 
charge |)er forms work necessary in the 
care, cleaning and operation of baths. 



Force under dirwtion of attendant in 
charge performs work necessary in the 
care, cleaning and operation of baths. 



Force under direct ion of attendant in 
charge i)erf*»rnis work nei»essary in the 
care, cleaning and operation of baths. 



PowEBs AtiD Duties 



t'lirw unilcr (llrwtlon of attemlaut In 
chiirgp iK-rforms work uwvsBHry In the 
can-, i-luaulug and operation ut baths. 



AciH iiH inai>e<.-torandaB8iBtaut toforemsn. 
Miiki^ ivpairs to bulbs. 



iiiif iiiiJpr (llreclliin of nttpmlant in 
I'liiirui- iierforuiH iliitlea Involved in «irp, 
HeiuiitifC and o|i«ratlou of batbH. 



ItmiHH-t imliilc (■"iiifort xtatlont In tliive 

^'lilftM III I'liclil linni's i-nc'li. 
.Makt- [liili.v n-|HirlH of reMultM of Insiwdions. 
I'rejiiirv rtH]ulslllim!i fur supplies. 



'iir iind deiiii KlntUm 



• for mid (-lean Htiitlon. 
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Okoamzation 



VI. m UKAIT OF ITBLIC BUILDlNCiS 
AM) OFFICKS 
5. Cari*:* (.'leaning and Attendant Seb- 

VICE AT I'UBUC BaTUS AND COM- 

>*o]rT Stations 
i\ Comfort StutioHis — (C*outiiiiUHl) 
U) tiheriff and Delanccy Street 
Comfort Station 

a) AtteDclau\8, male (2) 

b) Atteudauts, female (2) 

c) Laborer (1) 

d) Cleaner, female (1) 

7) Greeley Square Comfort Station 

a) Attendauts, male (3) 

b) Attendants, female (3) 

8) Lony Acre Squatx Comfort Sta- 

tion 

a) Attendants, male (3) 

b) Attendants, female (3) 

!l) Park Avenue and 120th Street 
Comfort Station 

a) Attendants, male (3) 

b) Attendants, female (3) 

10) Willift Avenue and 125/A Street 
Comfort Station 

a) Attendauts, male (3) 

b) Attendants, female (3) 

0. Care and Cleaning of Public 
Markets 
a Super vision 

1) Departmental insqiector (1) 

2) Foreman (1) 

b FuUon Market 

1) Assistant foreman <1) 

2) Laborers (2) 

3) Cartmen (H) 

4) Watchman (1) 

(• Wanhington Market 

1) I^a borers (."i) 

2) Cartmen (7) 

d Gansevitort Market 

1) Assistant foreman (1) 

2) Laborers (3) 

3) Cartmen (0) 

e WeMt WuMhington Market 
\) I^aborers (3) 
2) Cartmen (.5) 



Towers and Duties 



Care for and clean station. 



(*are for and clean station. 



Care for and clean station. 



Care for and clean station. 



(*are for and clean station. 



Hare general sui>errtsion of care and 
denning of markets. 



Care f<»r and ck»an market. 



Cure for and <*lean market. 



Care for and clean market. 



Care for and clean market. 



ADMINISTRATIVE PROCEDURE 

Office of the Borough Preslilent 

Hf^ott^t PreaUknt 

h*^: " l''/vkf;n ami Duties " lA the U>n.ngh president and 
'-' i'fiififAnrf: " tor all bureaus sDtl offices. 

OAKcc ot the Secretary of the Bcmiugfa 

'I'tx- aili«iiiii*traiive pnM-4.-<liire followed in the office of the 
if',rifti((ii miiTflary may lie divKtcd into four distinct part^, viz.; 
(t/nurTul *M>rro"pondence, appoictments, local school boanls and 
hf.ul Ifoardfl, 

OtntiBl C«iTMpondence 

)*i(M» »**#i«n«1 lir ^<' dinliiK;t liiic of dornareation exists betwen tlie correspona- 

M"(i"i"f'i'»*>"ir« ,,|„,,, liiiiidlcd 1))' ihirt office and that passing through the office 

i.f •i.ii.nut III f,f the (■ominiHitioncr of public works and the various hureaua of 

''"■* *" tlui ddpartinwit. When these subordinate offices receive com- 

iniininulioiiM on mattcra beyond their jurisdiction, or on which, 

fur any rtfUHon, they do not wiah to take action, they send such 

litliT* III ibo lx>rough presideul's office for reply. When corro- 

•■IH'nih'iic^ in re<fived by the borough president's office covering 

dt'luiU ii|Mii) which that office docs not have sufficient infornia- 

lion fur reply, rt*]>orts arc refpiired from the bureaus of the dc- 

purlint'iil and replies made upon the basis of these reports. 

I'lidcT (P'uithI oorr»'s|KHidcnc(' is included the preparation of 
III! (■oiiuniiniciilions fur Ihc Ixiard of cstiinute and apportionment 
.ii.d for the lioard of ald<>ruu-n. 

iHt of till' iiiforuuitiou iHiiuvniiiig the necessity f<ir new 
ttnicntn I" till viiniueies or to inerease the force of the 
iiii'iit o'liic' lo the pn-iiileiii"s office from heads of biireans. 
inn™ till' lHiroiij;h president attends to the no<^«ssarj" pro- 
' hiiiiM'lf, bill it is ordiuarily turned i)ver to the appoint- 
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ment clerk and his assistant. Appointments in the bureau of 
buildings are made by that bureau. 

There are four classes of appointments made, and the method CJaiseB of 
of appointment is almost entirely governed by civil service 
regulations. These four classes are : the exempt class, the non- 
competitive class, the labor class and the competitive dasB. 

Exempt Class 

Appointments to this class are made by the borough presi- Appomtmcnt by 
dent, the only formality being the sending of the prescribed 
notice to thef civil service commission. The notice is in the 
form of a blank and contains the following particulars : 

Title of position 

Name of appointee 

Besidence 

Place of residence during: 

The past year. 
The preceding year 
The year before that 
The year before that 
The year before that 

Previous public service 
Qualifications 

Nonrcompetitive Class 

The only non-competitive position in the department is that 
of automobile engineman. 

The civil service law requires that there be in the depart- Board of examinew 
ment a board of examiners for non-competitive positions. Dur- Jervice law. 
ing 1909 this board consisted of the following: 

Superintendent of highways 
Chief engineer of highways 
Borough secretary 

Upon nomination by the borough president applicants are ex- Monthly atatement 
amined by this board according to rules laid down by the civil ll^^^'l^'^ 
service commission. A monthly statement is required by the appointed. 
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Requisition blank 
aent to the dvil 
service oomminion. 




Eligible or preferred 
%t returned by 
•11 service 
miflnon. 



civil service commission of the names of persons examined and 
appointed, together with their compensations. This statement 
is made on a printed blank and includes the following dctelara- 
tions : 

Each of the persons listed is free from any physical de- 
fect or disease which is likely to interfere with the 
discharge of his or her duties. 
His or her general character is satisfactory. 
Such person possesses the requisite knowledge and abil- 
ity and is qualified by experience to discharge the 
duties of such position efficiently and intelligently. 

This statement is signed by the board of examiners for the 
non-competitive class. 

Following this statement appears the list of the applicants 
examined, showing the application number, niame and title of 
position applied for. 

Labor Class 

The procedure for making appointments to this class is vir- 
tually identical with that for the competitive class. 

Competitive Class 

When it is desired to make an appointment to this cliiss, a 
requisition fblank is filled out and sent to the civil service ox)m- 
mission. This requisition blank is in the form of a printed let- 
ter, space being provided for entering the date, the name of f the 
secretarj^ of the civil service commission, the class of eligible 
list desired, the number of appointments, the bureau, the i?ate 
of salary, and the probable duration of efmployment. .1 



Following these particulars is a statement to the eifect I'lhat 
the positions in question cannot be filled by persons on the 
roster of the department. , ' 

The civil service commission replies by returning to ' the 

department an '^ eligible " list, or a " preferred " list, consist ing 

of the names of persons previously employed by the city- in 

the same capacity. If it is a preferred list, the name rani' dug 
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highest among those formerly employed in the department of 
the president of the 'borough of Manhattan must be taken. 
If the preferred list contains no name previously on the payroll 
of the department, the highest name on the list must be chosen. 
If there is no preferred list, the civil service commission sends 
a list of three names from the eligible list, any one of which 
may be chosen. This list cannot be returned and a new one 
requested unless one name is chosen, but if there are a number 
of positions to be filled, by discarding a name three times in 
succession, it is possible to prevent its re-submission, and thereby 
to secure a name not highest on the list without the necessity of 
accepting all above it. 

When a name is chosen, an appointment notice signed by ^PP?^^""^^??^^ 
the borough president is sent to the successful candidate. This candidmte. 
notice is made out on a printed blank with space provided for 
the insertion of the title of the position to which appointment is 
made, the bureau, the date the appointment is to take effect, 
the rate of salary, and the name of the person to whom the 
appointee is to report. The appointee before assuming his 
duties is required to make out a declaration sheet which he ^^"decliratlon 
dates and signs. The declaration sheet is a printed form con- 
taining questions with spaces for the answers. The questions 
required to be answered are as follows : 

1. What is your name (your first name in full, the middlef 

initial or initials, if you have any, and your sur- 
name in full) ? 

2. What were the date and the place of your birth ? 

3. What is your present residence ? 

4. W^hat is your occupation ? 

5. Give the names and present addresses of your employers, 

if any, for the past five years. 

6. What are the names of the vouchers on your applica- 

tion? 

This is essentially similar to the statement made to the civil 
service commission at the time of examination. It is forwarded 
to the civil service commission where it is compared with the 
former statement, for purposes of identification. Notices of the 



Appointment 

■ppoiDtment 
blotter. 



NuDC or sppoinVee 
entered in 
•ppointment 



appointment are sent U> the civil service commission and to the 
commissioner of public works. 

Wben the appointment notice is signed an entry is made 
ill the " Appointment blotter." This blotter is used to record all 
changes in the force and not appointments only. The colimm 
headings are as follows: 

Date of appointment 

Indexed 

Veteran 

Name 

Residence 

Position 

Bureau 

Rate of pay 

Borough 

Remarks 

The column designated "borou^ " is used for remarks, and 
the " remarks " column is used to state the nature of the change 
— appointment, removal, transfer, etc. 

From the blotter the name is carried to the " Appointment 
register " in which the columns are headed as follows: 

Bureau 

Appropriation 

Name 

Position 

Rate of pay 

Date of appointment 

Date of removal 

From page 

To page 

Remarks 

To allow space for recording frequent removals and reap- 
pointments such as occur in the labor force, the headings " date 
of appointment " and " d«te of removal " are repeated three 
times alternately with three spaces under each. When the name 
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is carried forward to a new line, the columns " from page " and 
" to page " are filled in. Veterans are indicated by a star. 

This register is in two parts, bound separately, one for pub- ^^^35ipfic»ted 
lie buildings and offices, and the other for the other bureaus and by alphabeUcal Btta. 
divisions under the commissioner of public works. These two 
books have been in use since 1898. Most of the information 
contained in them is repeated in another compilation in which 
the names of employees are given alphabetically under their 
appropriate bureau ; general administration and street openings, 
however, being grouped under highways. 

In these alphabetical lists the following facts are given: 

Kame 

Title 

Rate 

Date of appointment 

Address 

Veteran 

These lists are said to be the most useful of all, being the 
most convenient for ready reference, and for use in checking 
other lists. They aref constantly corrected and brought up to 
date, and when pages become too much soiled, or too badly 
marked, they are rewritten. 

Two other records of employees in the department are kept — ^SS^^iS^^^f 
one a " Grade book " and the other a card catalogue, the former employees, 
containing a list of titles used in the department in alphabetical 
order. Under each title the different grades are listed, and 
the number of persons employed in each grade is set opposite 
the columns representing the different bureaus. The card cata- 
logue contains a card for each employee, giving his name, his 
address, his title and the date of his appointment. These cards 
are arranged and indexed according to title. 

Appointees Not Paid by the Department 

There, are two other classes of appointments made by this 
office, but the positions are not civil service positions, and the 
appointees are not paid from the funds of the department. These 
are corporation inspectors and city surveyors. 



92 



(Virtmration 
iMtMoUini appointed 
or rf mov«d In th« 
(Ibcviitlon of th« 
U)rough prwidcnt. 



tliy aurv^voni 
AlHHilnlMl by 
(MMdant on 
rM^omniandftUon of 
anitlnMr of •ir^t 
o)wntn|p. 



Corporation inspectors are employed in inspecting the work 
of Gor])oration8 which involve the disturbance of the surface of 
Htn'ots. They are paid by thef companies operating under per- 
mits to remove the pavement and their number and compensa- 
tion is provided ;for in the terms of such permits. Appointments 
and removals in tliis class are entirely in the discretion of the 
borough president. 

City surveyors are licensed by the board of aldermen, their 
compensation consisting of fees included in the assessment for 
work upon which they are engaged. Appointments are made by 
tht> 'borough president upon the recommendation of the engi- 
net»r of street openings. A record of the assignments of city 
•urveyors is kept in a separate register which contains colummj 
ior the following information: 

Location 

Nature of work 

Name 

Dat« appointed 

Remarks 

Pronoiioa 

Whenever there is a promotion list for positicms which are 
nH|uirtHl to be iilled^ this list is substituted for the eligible or 
the prefornHl list previously mentioned, and vac^^ioies are filled 
fr\MU this Iist« Regular promotion examinations are held by 
the eivil ;^HTiiv ot^mmis^ou once a year, and special examina- 
tivMis an* held upon request* of departments. Those desiring 
to take a pn^niotiim examination are required to file an apfdicsH 
U\m with the Uvarxl of prvMuotions of the department, ^ This 
K^Tvi iiv«^*ns the applioant*s nxvnl for eiSoienoy as shown on 
the Kv>ks of the tWjvirtmon:. and forwarvls the application to 
the c5x ii ANrvi\v i>>4umi:>sivnu Rating are based upon :he grades 
in <^xan;inati\Mi« and on the r«ici>rvls of e^oienoy made by the 
*it^N*r:n>«*:;:. F^ich o: tK>!?«e A^unts ocie halt, bu; a rra-le of 
TO ^ xvr, tik"^ «"\a:r.;na;i n i^t ivquind a< a ov:-iLvi::iv*c f-.«r pro- 
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For the purpose of keeping the required efficiency records, 
the borough president has appointed a board of promotions con- 
sisting of the following: 

Commissioner of public works 
Superintenden.t of highways 
Superintendent of sewers 
Superintendent of public buildings and offices 
Secretary of the borough 

To this board heads of various divisions report quarterly on Board of pfomotions 
the character of the work of their subordinates. From these re- report on eharacter 
ports transcripts are made to the permanent efficiency record. ^^^^ ^ ^' 
The " Efficiency record book " has a space at the top of the page 
for the name of the employee and title. For a year's record each 
name is allowed two pages, with the space divided into twelve 
divisions, each division having five lines for the recording of the 
following information: 

Quality of work performed 

Quantity of work performed 

General conduct 

Punctuality in attendance 

Executive ability and capacity for initiative 

Beginning with the last quarter of 1907, the following sys- 
tem of grading has been used : 

A — ^Exoellent 

B — Above the average 

C — ^Avcfrage 

D — ^Below the average 

E — ^Much below the average 

It is noticeable that the grade given on the first three points 
is invariably B, and on the last two points, invariably C. 

Transfers 

A considerable proportion of the vacancies occurring in this 
department are filled by transfers from other departments. In 
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Tvvo fonns of 
request for transfer. 



Two ex officio and 
three membeis ap- 
pointed by borough 
president. 



order to secure such transfers, it is necessary to obtain the 
written consent of the following: 

Employee to be transferred 

Head of department from which transfer is to be made 

Qivil service commission 

Two forms of request for transfer are provided, one for 
ungraded positions and one for positions in the clerical service. 
Space is provided on these forms for the insertion of the depart- 
ment, the date, the name of the secretary of thef civil service 
commission, the name of the person requesting transfer, the title 
of the position held, the rate of salary, the department whcfre em- 
ployed, the title of position applied for and its rate of salary, 
also the department The're is space also for the signatures of 
the heads of the two departments affected and the signature of 
the employee requesting the transfer. 

It is not possible to make transfers to positions covered by 
promotion lists. 

Local School Boards 

The borough of Manhattan is divided into 22 districts in 
each of which there is a local school board consisting of five 
members appointed by the borough president and two ex officio 
members, one a member of the board of education assigned to 
the local board, and the* other the district superintendent. The 
term of office for appointed members of local school boards is 
five years. The term of one member in each district expires 
December 31st of each year, so that there are 22 regular appoint- 
ments to be made yearly, in addition to those made necessary 
by vacancies through death, resignation, etc. The borough 
president exercises the power of removal. If a member moves 
out of the district from which he is appointed, or if ho is found 
to be neglectful of his duties, he is either notified of his removal 
or asked for his resignation. Aside from the letterpress copies 
of correspondence there is maintained in the office but one rec- 
ord having to do with local school boards. This is a card cata- 
logue of members by districts. Tu each district the cards are 
arranged in order of expiration of tenns. The relation of the 
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borough president to the local school boards appears to be ap- 
|M)iiitive only. At least, it has bron so in practice, and there 
seems to be no charter provision for any further exercise of 
authority. 

Local Boards (Improvement) 

There are in the borough of Manhattan ten local improve- 
ment districts co-terminus with the senatorial districts. In 
each district there is a local l>oard consisting of the aldermen 
representing such district, with the president of the borough as 
ex officio meml)er and presiding officer. 

The powers given to local boards by the charter are very Local board 
vague, but credit is claimed for not having attempted to exer- 
cise all of those stated in sections 428 and 429 of the charter. 
Meetings are held every other Tuesday in the council chamber 
of the City Hall. A calendar is prepared giving iha time as- 
signed to each board. The first board convenes at 11 A. M. and 
all of the meetings are usually concluded by 1 P. M. The 
secretary of the borough and two or more of his assistants at- 
tend, ^linutes of the meetings are taken and one of the copies 
thereof is pasted in a book in the president's office, and the other 
is transmitted to the City Record for publication. 

Besides this record of the minutes of local board meetings Repsterof pctitioM 
there are two books of record kept in the borough president's 
office. The first of these is a register with columns headed as 
follows : 

Date of filing 
XumbeT of petition 
Xature of improvement 
District 

Date of meeting 
Disposition 
Estimated cost 
Assessed valuations 
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In the column headed " dispOBition " one or more of the fol- 
lowing items is reported : 

Date of acticoi by local board 

Date of transmittal to board of estimate and apportion- 
ment 
Date of preliminary aiitliorization 
Date of request for final authorization 
Date of final authorization 

^^1 !f ^^^I Entries in this book are made in nnmerical order according 

■errw m index to ^ 

filM. to the number given to the petition. The index to this register, 

which serves also as an index to the! files, is kept in a separate 
volume, in which items are classified according to the nature of 
the improvement. Petitions are filed in numerical order and 
with them are filed all papers relating to the improvement there- 
in proposed. These papers include the engineer's report, corre- 
spondence, the resolution of the local board, the re;*olution of the 
board of estimate and apportionment, etc. 

Local boards sometimes pass resolutions requesting the de- 
partment of water supply, gas and electricity to lay water mains 
or erect lamps. Their principal wi)rk, however, is divided into 
diree classes, with different methods of procedure for eacli. 

Physical Improvements 

^"^l^d^'^^vt "^^^ ^"^ " pliy^'*'"! improvements " is used to covi'r grad- 

ing improveneDU. ing, paving, flagging and refiagging, curbing, M>wering, fencing 
and filling in lots, etc. Action to secure any one of these im- 
provemenle is initiated by a petition from a property owner or 
owners, presented to the bomugh jiresideut. lu the office of 
the Iwirongh president an examination is made to wpc if the 
improvement jx-titioucd for has already been Ix-gun or provided 
for. If no action ha,s l)een taken, tliis matter is place<l on the 
calendar of the local l>oard for the district where the improve- 
ment is to 1)0 niaile, and notice is publisbei] in the City Record. 
Notices are sent to the petitioners, and in cases of large assess- 
ment!! to owners of snrroundinp property. If the improvement 
oonsista of tilling in or cutting down a lot, notice is sent to the 
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owner or occupant. In cases of paving, flagging and grading 
a report is requested from the ohief engineer of highways at 
the time di. advertising. If the matter concerns the construction 
of sewers, a similar report is requested from the chief engineer 
of servers. The report from the engineer to whom the matter 
is referred gives the estimated cost of the improvement contem- 
plated, tlie value of the property within the area of assessment, 
and the engineer's recommendations. The report also states 
whether or not the way is clear for the improvements. By this 
is meant that such other improvements as should precede the 
one contemplated have already .been made. For instance, if the 
proix>sed improvement were paving, the engineefr would be ex- 
jKH'ted to state whether or not sewers had been laid. 

If the report of the engineer is favorable, a resolution ree- j^^jjj^*" ^^ 
ommending the improvement is passed by the local board, and board of eBttmate 
is presented to the board of estimate and apportionment, with a ^ *^^ onmen . 
copy of the engineer's report and a copy of the petition. The 
matter is then placed upon the calendar of the board of estimate 
and apportionment, and if the board is favorable, a preliminary 
authorization is made, and notice to that effect is sent to the 
l>orough president. This first action of the board of estimate 
and apportionment authorizes the borough president to carry 
forward all preliminary arrangements up to the point of adver- 
tising for bids. When this wort is completed, a statement to 
that effect is submitted to the board of estimate and apportion- 
ment. The board takes final action on the matter, usually by 
authorizing the letting of a contract. A copy of the resolution 
IS sent to the borough president who transmits it to the com- 
missioner of public works, and he, in turn, to the head of the 
appropriate bureau, viz. : highways or sewers. 

Change of Map 

This title includes laying out new streets and parks, closing ^^^Jb* ****^^'*™ 
streets, changing grade, etc. Action to secure local improvements of Btreet openinipi. 
which involve a change of map is begun in the same manner as 
actions for physical improvements, that is, by a petition from 
a property owner or owners. This petition may come direct to 



the local board, or may be presented first to the board of esti- 
mate and apportionmeut, and referred by tbat body to the local 
board. AVben received, the petition ia referred by the borough 
president to liit; engineer of street openings for a report and the 
preparation of a diagram. This report and diagram are pre- 
sented to the local board, and if the improvement is considered 
favorably, a resolution is passed recommending tbat the map be 
changed in accordance with the diagram. This resolution is 
then pnsented to the board of estimate and apportionment. If 
this board approves, a copy of the resolution to that effect is 
File m&pa prepared transmitted to the borough president, with a request for the 
in triplicate. preparation of file maps. These file maps are prepared in tripli- 

calo and are exact copies of the original diagram. They arc 
certified by the secretary of the board of estimate and apportion- 
ment, and copies are filed in the following places: the regis- 
ter's office, the corporation counsel's office and the borough 
president's office. These are the three places in which the certi- 
fied copies of the map or plan of the city of New York are kept, 
and the filing of these amendatory maps completes the pro- 
cedure of changing the map. 

Acquisition of Title 

In local improvements involving the acquisition of title, it 
is necessary that a petition be received from the property owner 
or owners within the area of assessment. There are a number 
of conflicting opinions as to what constitutes a valid petition. 
.V report of the engineer recommending such improvements is 
not considered sufficient basis to begin action. Considerable 
difficulty has been experienced in getting property owners to 
Approval of local [Ktition for certain much needed improvements. When such a 
^fliU^e wWdh^ petition is presented to a local board and the improvement ap- 
directa proceeding proved, a resolution to that effect is transmitted tJ> the board of 
estimate and apportionment. The board of estimate and appor- 
tionment directs the corporation counsel to begin proceedings to 
acquire title. The commissioners of assessment appointed in 
such cases require the borough president to prepare rule, dam- 
age, benefit and profile maps in triplicate. These maps are 
certified by the secretary of the board of estimate and appor- 



by resolution. 
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tionmefnt and sent directly to the street opening bureau of the 
law department. The borough president's office has no further 
connection with the proceedings. 

As the proceedings tx> acquire title to proi)crty cover an ex- Title often vested 
tended i)eriod of time, it is often found necessary or advisable 
to have title vested in the city by resolution, rather than await 
the completion of the condemnation proceedings. In such in- 
stances the local board does not directly request the vesting of 
title by the board of estimate and apportionment, but transmits 
a resolution requesting the authorization of such physical im- 
provements as are contemplated, as, for instance^ regulating and 
grading, stating that everything is ready for the commencement 
of this work, except that the title has not yet been taken by 
the city. The' engineer of the board of estimate and apportion- 
ment notes these instances, and presents resolutions to the board 
of estimate in due course which result in the vesting of title 
by resolution. 

Office of the Auditor 

Owing to the nature of the auditor's work, the procedure 
of this office is given under " Accounting Procedure." 
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Tbe retrcipt is compared with the cash b<K^ and (he amount 
'hitvm ihi-reon verified. 

The area of the opening as shown by the inspector's report, 
which should correspond with the area of pavement restored 
UM jier invoice, is the basis for the refund. 

The difference between the amount of the original deposit 
aiwl the amount charged for restoration (this latter being ar- 
he number of square yards or running 
i by a fixed price per square yard or 
I class of pavement) is refunded to the 
e actual cost of the restoration to the 

ptroller to make a refund is filled out, 
bureau of highways for approval and 
lepartnient of finance. 

in macadam and stone pavements re- 
ibor are made upon the reports of in- 
bureau of highways, showing the area 
1 upon the presentation by the plumber 
wing the amount deposited as security. 

nerUal Projections 

nrder in the procedure relating to bay 
projections and other encroachments 

ication obtained in the cashier's office 
int, builder, architect, etc. 

seutwl acc'iiiipanicd by drawings show- 
[nuenls of the proposed bay windows 

[■d and compared with the particulars, 
ilten uiH>u the application. 

iiultaiieously with the receipt for the 
L-d beiug that prescribed for receipts 
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under the new system of accounting by the department of 
finance). 

The charge made for the permit is determined on the hajHS 
of square feet, at a rate fixed by ordinance. 

The receipt is signed iby the cashier and the amount is re- 
corded in the cash book. 

The permit is sent to the commissioner of public works for 
his signature, after which it is delivered to the person making 
application. 

An inspector from the bureau of incumbrances calls at the 
cashier's office each morning and is given a memorandum of all 
permits of this class issued the preceding day. It is the in- 
spector's duty to see that the person using a permit conforms 
with the regulations or requirements of the permit, as to meas- 
urements, etc. Receipts from permits of this class are credited 
to the general fund, and are not refunded except in cases where 
the projection is not erected. 

Handling' of Cash 

Cash received in the cashier's office may be divided into two ^^'e^trSSL 
main classes^ viz. : it« difFercntiated. 

1. Cash deposited in the bank to the credit of the city 

chamberlain 

2. Ca^h deposited with the comptroller 

The first class includes cash received for certain classes of 
permits issued in the cashier's office including: 

Plumbers' openings 
Bay windows 
Ornamental projections 

and permits issued in the bureaus of highways, sewers and in- 
cumbrances, including: 

Street openings in connection with vaults. 
Corporation openings in macadam and stone pavement. 
Vaults under sidewalks 
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Cashier prepareB 
weekly statements. 



Petty cash fund on 
order of borough 
president. 



Distribution of 
orders for supplies 
and repairs. 



Orders involving 
over $100. 



New sewer connections 
Sheds over sidewalks 
Redemptions 
Miscellaneous 

The second class includes cash received as special security 
deposits from contractors, builders, etc., for permits to place 
building material, tar kettles, etc., on the street and to cross 
sidewalks. Receipts of this nature are deposited with the comp- 
troller, and are held for the purpose of securing the city against 
loss from damage to streets used for the abovef mentioned pur- 
poses. 

Every Thursday the cashier prepares statements showing 
the amount of cash received during the previous week, a sepa- 
rate statement being used for each fund or account to be cred- 
ited. These statements accompany the cash when deposited. 

The cashier's office maintains a petty cash fund of $250, 
which is obtained upon a voucher drawn to the order of the 
borough president. Payments are madef from this fund in sums 
of $5 or less (except for the purchase of postage stamps or for 
some other special purpose) upon the presentation of a voucher 
or invoice, approved by the chief clerk or a responsible bureau 
head. 

The records maintained in the cashier's office are described 
under " Accounting Procedure." 

Chief Clerk's Office 

Orders for Repairs and Supplies 

Requisitions from the several bureaus of the department 
for supplies, repairs, etc., are received by the chief clerk. In 
the majority of cases the name of the vendor who is to receive 
the order appears on the requisition. Where it does not appear, 
if the estimated cost is less than $100, the requisition is re- 
ferred to the borough president or commissionet of public works 
for decision as to who shall receive the order; if the estimated 
cost is over $100, the chief clerk requests the head of the bureau 
from which the request is received, to prepare specifications from 
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which bid sheets are made up. Invitations for bids, accom- 
panied by a bid envelope, are then sent to the persons or firms 
designated by the commissioner of public works. Sealed bids 
are delivered to the chief clerk who stamps thereon the time of 
receipt, after which they are delivered to the commissioner of 
public works to be held and opened at the time specified. 

Requisitions, the estimated cost of which is less than $100, {^^"3^1^^°* 
after examination and approval, are sent to the stenographic 
division^ where the orders are typewritten. These orders, with 
requisitions attached, are then sent to the accounting division to 
be examined and to have inserted the title and code number of 
the account to which chargeable. They are then forwarded to 
the auditor via the borough secretary. 

The procedure followed in accounting for orders, invoices 
and vouchers is described under *' Accounting Procedure." 

Office supplies or fixtures of a special nature, which are re- Monthly orders of 
quired for immediate use, are obtained by the chief clerk upon special office supplies 
an order issued by him, payable from the account ** supplies and ^^ fixtures, 
contingencies — ^general administration." To provide funds for 
this purpose it is the practice to issue a monthly order limited 
in amount to the sum of $25. 

The chief clerk by direction of the commissioner of public Juriadiction of chief 

clerk. 

works has direct control over the accounting, payroll, corre- 
spondence and stenographic division, and over the telephone 
operators and messengers. 

Bookkeeping Division 

The procedure in this division is entirely of an accounting 
nature and is described under ^^ Accounting Procedure.'' 



Pasrroll Division 

The procedure followed in this division consists of : P"f'? ®^ payroll 

^ division. 

1. Writing and typing payrolls from abstracts pre- 

pared in the several bureaus, and from weekly 
and monthly time reports, for which alwtracts are 
not prepared 

2. Checking extensions of time and amounts 



rewrd of all employees ot the depart- 

memorandom record of tbe uneK- 
inc8fl of " salariee and wagee " api»o- 
■ountfl 

lined hj this division for the oor- 
Ul of vhich, vith few exceptions, um 
IS, only abstracts thereof being sent to 
10 preparation of the payrolls. 



cations of alt kinds are received by 
e of receipt is stamped on each docn- 
le clock stamp) after which they are 
to the correspcmdenee diviaion. Each 
nd ^ven a file oumber by the oorre- 
back " contains blanks for date of re- 
and date of anawer. To aoch corn- 
answered without reference to any 
iBpondmce clerk dictates replies. All 
tbe derk in charge of the register for 
nunicationa as require ref^enee to 
■e then returned to the correapODdenoe 
r each on his tickler, after which th^ 
ger. In the various bureaus to whidi 
i referred, reports are written in the 
missioner of public works. These re- 
vbich tbey refer ire sent to the office 
indicates the character of reply to be 
pers to the correspondence clerk who 
tgoing communications are ct^ied in 
and tbe letters to which they are re- 
eports relating to them, ard filed. In 
^nal communication and report are 
igh prei^ident's office, in which case 
i and filed in lieu of tbe cn-iginal. 
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Bureau of Street Openings 

Five general functions are performed by the bureau of street 
openings, namely: 

Work relating to the completion and alteration of the city 
map 

Monumenting 

Work relating to the opening of or acquisition of title to 
streets, public places or parks 

Filing and indexing of maps and records in the posses- 
sion of and prepared by the bureau 

Miscellaneous, including the furnishing of information 
to city departments, other bureaus of the borough 
president's office and individuals 

Work Relating to the Completion and Alteration of the 
City Map 

Several sections of the Greater New York charter provide? Oiartcrprovidfiifor 
for the performance of this work. These sections prescribe that by borough 
after having placed in his hands the control of official maps as ?"»<*««**• 
existing prior to consolidation and pertaining to his territorial 
jurisdiction, the borough president shall complete that portion of 
the city map included within the borough limits, the term 
" completing the map " meaning the plotting of such streets, 
public places and parks as may be deemed most advantageous 
for the city's present and future needs. 

These maps furnish the basis for all physical public improve- Maps ^e basis for 

«» • n 1111 1 • all ph3rBical improve- 

ments. \V hen they are officially endorsed by the proper authori- menta. 

ties of the city, they constitute the means of physical control of 

public improvements subsequently initiated. 

Only a small portion of the borough of Manhattan remains No oomptote de- 

tailed map of 
unmapped. This is in the extreme northern section of the bor- borough of Man- 

ough. There is in existence no complete map of the borough * 

showing with technical accuracy the information which was 

intended to be contained in the maps referred to in the' Greater 
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Special maps pre- 
pared on request of 
property owners. 



Changes are made 
in existing maps. 



Petition for mapping 
a street or park 
referred to local 
board for action. 



For opening a street 
maps are prepared 
from data of topo- 
graphical survey. 



New York charter. Special maps are frequently made upon 
the demand of property owners showing the lay-out of a particu- 
lar strefet or streets. The demand for such special maps is due 
to the fact that a general lay-out and accompanying detail map 
covering the entire area of this relatively small section have not 
been prepared and filed. 

In addition to the preparation of these special maps, changes 
of lines or grade's are made in the existing maps of the borough. 
The mapping of the borough includes : 

The preparation of a general lay-out and detail maps for 
the unmapped portion of thef borough 

The preparation of special maps in advance of the com- 
pletion of the general lay-out 

Changes in the existing map 

Under all the three divisions above mentioned the procedure 
is essentially the same, except that the initiative in the case of 
the preparation of the general map is taken by the bureau of 
street openings, whereas in the other two instances the work 
results from either a petition of property owners or the needs 
of some other city department. 

The mapping of a particular street, park or public place 
may be initiated by a petition of a property owner addressed to 
the borough president, requesting that the street described in 
the petition be laid out on the map of the city. This petition, 
after consideration and report, is transmitted to the local board 
for action. Such petitions are made only for such territory as 
is not already laid out on the official map of the city. Tte 
report of the engineer in charge of street openings in such mat- 
ters consists of a statement as to the desirability and feasibility 
of the proposed lay-out 

To execute the opetiing of a street, park, etc, topographical 
surveys are necessary to secure the data upon which maps may 
be prepared. This work is performed by the field force. The 
information obtained by the field force consists of the location of 
existing structures and a determination of the physical charac- 
teristics of the territory under consideration. This information 
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is recorded in note books and subsequently plotted by the 
draughting force (the latter making the necessary computa- 
tions) and then it is shown in detail on large scale maps. 

From the information contained on these maps tvvo sepa- Location mapi and 

those showing gradfli 
rate sets of maps are prepared, the first showing in plan the locar must be adopted by 

tion and dimensions of newly mapped streets, with their relation board, 

to the existing street system. The second shows the grades, ele- 
vations and dimensions necessary for use in the construction of 
the streets. Upon the completion of such maps they are for- 
warded to the borough president for adoption by the local board. 

The engineer in charge of the bureau of street openings Engmeer present at 
attends the hearings of the local board and the board of estimate board and boaid of 
and apportionment whenever matters affecting any of the work Jftimate and appor- 
of that bureau are on the calendar for consideration, for the 
purpose of providing any explanations that may be desired by 
the members of such 'boards. 

Monumenting 

Upon the oflScial adoption of the maps above described, the P"*^ ^"** 2*'^*^ 
next st€fp taken by the bureau of street openings is to establish 
on the ground such permanent marks as are required definitely 
to locate the lines of the streets, parks, public places, etc., laid 
out on the map. This work involves surveys in the field, to 
determine where such lines will lie on the surface of the ground, 
and the placing of monuments on off-set lines to facilitate 
the relocation on the ground of the lines determined by the sur- 
veys. Reference to such monuments is made on the maps by 
measurement to adjacent objects to facilitate their relocation 
and identification when desired for use. 

Following the field work of locating the monuments, a suit- Monuments located 

, , , , ^ . on special mi^js. 

able record of their position is made in books kept in the bureau 

and on maps specially prepared for that purpose. The maps 
are prepared by the draughting force and the surveys are made 
by the same field force as is engaged on the topographical sur- 
veys for mapping. 



- AcquiiitioD of Title to 

19 from pn^rty owners 
at a certain street which 
I city be opened, aa de- 
that the title thereto be 
are referred to the engi* 
penings who, after an in- 
le existing physical con- 
ram of the street which 
:ogether with a report on 
ty of the proposal, in eo 
t openings, is forwarded 
ation by the local board 
and apportionment, both 
action in a mannOT siini* 
! conatmction of (viginaJ 

wards being favorable to 
and apportionment ad- 
fact. The oorp(»«tka 
) the borough president 
t>enefit and pn>fil« maps, 
lescription of the area of 
oceedings. The boron^ 
engineer in charge of tbe 
ton proceeds accordingly, 
bowing in plan the locft- 
ncluded within tbe lines 
■ed in order that the ci^ 
from which this map ia 
of the engineer in charge 

idinal elevation the sur- 
f the street to be opened. 
file map is made is abo 
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The damage map shows in detail the dimoiisimis of all prop- ^'SJj^^eMrnfl 
erty lying within the iboundaries of the street proposed to he of property, 
opened and is later used for the piiq)ose of d(»serihing such 
property in tho documents necessary to pajss title to the city. 
These damage maps are prepared in part from data on file in 
the bureau of street openings, and in part from sun'eys of pro[)- 
ertv lines made hv the field force, the latter sometimes involv- 
ing an examination of the deeds held by owners of the property 
affected. 

The benefit map shows the area of assessment, that is, the ^^^^J ™*P ^^owb 

' ' ' area of asBeasment. 

limits of projKjrty holdings deemed by the board of estimate and 
apportionment to be benefited by the opening of the proposed 
street, giving the dimensions thereof and the lot and block 
number for identification purposes. This information is copied 
largely from the tax maps. 

All of the above mentioned maps, the preparation of which Jf^ps^re reccivw! 

by corporation 

is requested by the corporation counsel, are forwarded to him counsel and on vost- 

upon their completion. As a rule, the benefit map is not for- jg n^tifiwl! *°*^^' 

warded until some time after the others are forwarded, for the 

reason that such maps are not needed by the corporation counsel i 

until after title to the property is vested in the city. When title 

is vested the corporation counsel notifies the borough president, 

who in turn advises the engineer in charge of the bureau of 

street openings. The' latter causes the date of the vesting of title 

and the limits of the street affected to be recorded in books kept 

in his bureau and on maps for that purpose. 

Filing and Indexing of Maps and Records in the Possession 
of and Prepared by the Bureau of Street Openings 

This funeti(m of the bureau is an imi)ortant one for the Filing and indexing 

. 1 . rt. • 1 1 1 mape and records an 

reason that practically every map or record is omcial and there- important function. 

fore necessary for reference in settlement of litigations, in the 
preparation of other official maj>s and public and private docu- 
ments; in fact, the maps and records form the basis for all 
public and private improvements throughout the borough. 
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Bureau of Highways 

The functions of the bureau of highways may be classified 
under the following heads: 

Regulating, grading, curbing, flagging, paving and re- 
paving of streets, flagging and reflagging of side- 
walks and fencing vacant lots 

Maintenance of asphalt, asphalt block and wood block 
pavement 

Maintenance of stone block pavement 

Maintenance of dirt and macadam roads 

Maintenance of sidewalks and curbstones 

Inspection of corporation work involving the disturb- 
ance of pavements 

General: miscellaneous functions relating to several or 
all of the foregoing subdivisions of the work of the 
bureau 

Regulating, Grading, Curbing, Flagging, Paving and Repay- 
ing of Streets, Flagging and Reflagging of Sidewalks and 
Fencing of Vacant Lots 

Assessment Work 

The cost of the regulating, grading, curbing and flagging of Benefited property 
streets as well as the original jxiving of a street with asphalt, etc. ^^ ^^^ " ' 
asphalt Hock, wood blo^'k or the various kinds of stone block 
pavement is met by assessments levied upon the proi)erty Ik^uc- 
tited. 

Proceedinsrs for such improvements are institute<l upon the Property owner 

. ^ rr\ 1- ^- • 11 petitions borough 

application of any property owner. Ihe applicatum is usually president to take 
in the form of a letter, or on a regular form of petition sup- ^V^^**** *^^*^ 
plied by the borough president upon application. The petition 
is addressed to the borough president and requests that he and 
the local board of the sjXK.»ifie<l district take necessary action to 
initiate and execute the improvement. The petition blank pro- 
viders for the signatures of the subscribers and their addresses. 
t«»gether with descriptions of the projH^rty owned by them. 



(1il<»f pnginMT re- 
purtji (in necoMity, 
(HMt, (tto., of ini- 
pruvfinrnt. 
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Upon the receipt of the petition the borough president re- 
(piertts u report from the chief engineer of highways on the 
ntH'essity for the improvement, a preliminary estimate of its 
cost and the assesstnl value of the property affected. Thereupon, 
the chief (Migineer instructs a field force consisting of a leveler 
and hiri assistants to sun'ev the line of work. The data col- 
h'cted hy this force are entered in a field book with a sketch of 
tht^ proposed work and the information submitted to the chief 
engine<»r in the form of a letter. The chief clerk then pre- 
pares a statement on a i)rinteil form which provides for the in- 
M'rtion of the following information: 

The name of the street 

The exact limits of the proposed improvement 

Approximate assc^ssed value of the property benefited, 
as obtaiiunl from the rec»ords of the department of 
taxes and assessments 

The estimate of thi» cost and quantity of grading, pave- 
ment and tlairging nquJretl 

The leiial status of the stnvt, i. e., whether title is vesteil 
in the ciiv 

Wlu^ther sewers are built or authorized 

Whether water mains art* laid or authorized 

Whether iras mains are laid 

Anv otlier information ii>n<idert\l m>i*e«iarv to enable 
the chief eus:inoer U> prt^part* his rejK^rt 

The cliuf euiriiuvr rhercutrtr suUuuts his re[>*»rt to the bi^rou^ 
[Mv^ivl'ii! [n tho f«»nu of a K'tror wirh the alwe statement 

J Mao hod. 






Wlu'U tlio '^ra'i'iiii lit of rlio t'rM forct' i< <ul>tuirr«tl n> the 
vliivf eiiiiiiuxT^ flic ti»'id U»olv i-i -i^-n- r,» ^hv drafriiii:: dh»iu. 

riio *lrut'". i'^ f-»riv r!ij'!irj"'w a fan I n^-o'pl •►£ everv im- 
jwi«vt"!MMr i*>'»''ra.*r \\"ii ^»m<"c t-T .:r^'i'< *"•► sh'»w rh^ I«.»oari«j>ii 
a"'! k"; I -'f \\"'\\, 'iu- rM*'N' .»•'* '[u: *n rr "af.'r, rhe prelLminArv 
ar-i ^''m' ti'- M^'Trir f^ . t ''!.' \a"' n^ •'. "-i ..f w^rk ia«'lutl«^l 
♦'•'.♦i !' "'.M' v'"" *•;!''■ i"'' p *■ '•' *•>•<. "^ '-^ *.m' va^i'-r.^ <<wir\tJ^ friim 

l*u.' »' t':t^' r» "1 -u's a^>{.* 
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ing in the field book arc^ enterod on a card, and the lx>ok then 
tiled under a reference number. 

After the subniisj^ion of the report of the chief engineer Survey authorized 

- , . , , , . .• ^ ^1 after favorable 

of nignways on the proposed improvement, a meeting of the action by local 

local board of the district is called and notice of the niet»ting board and board of 

^ estimate. 

published in the City liecord. If the local board grants the . 
jK^tition, the approving resolution with copies of the petition, a 
statement of estimated cost, and the chief engineer's report 
is submitted to the board of estimate and apportionment. 
If favorable action is taken by the board of estimate and ap- 
portionment, the borough president is authorized by resolu- 
tion to have an actual survev made'. 

ri)on application by the chief engineer, the borough presi- Map prepared^ a 
dent appoints a city surveyor to make the survey. Upon com- of advertiBed pro- 
pleting his survey, the surveyor submits an estimate of the '^ or contract, 
quantity of the various kinds of work required to execute the 
improvement, shown upon a plan or map of the' improvement. 
The estimated quantities submitted by the city surveyor are 
entered on the cards maintained by the drafting force, pre- 
vious! v described. A bill for the services of the survevor, based 
upon rates fixed by the city ordinances, and prei)ared on the 
usual form of miscellaneous payment voucher, is submitted 
with the map. The information supplied by the city surveyor 
is used by the chief engineer and the chief clerk as a basis 
for estimating the probable cost of the improvement. The 
chief clerk prepares the specifications and form of advertising 
for the contract, and both are submitted to the corporation 
counsel for approval. ' After this approval the information 
relating to plans, specifications, estimate of cost, etc., required 
by the preliminary resolution of the board of estimate and 
apportionment is submitted by the l)orou«h president to the 
board in the form of a letter. If the l>oard take-^ favorable 
action, a copy of its final resolution is forwarded to the bor- 
ough president, authorizing him to proceed with the work, 
whereupon the form of advertisement of proposals for the con- 
tract is transmitted to the City Record for publication. 
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Contractor notified 
of awarding and 
inspector asidgned. 



Inspector's weekly 
report on the work. 



Inspector certifies 
completion of work 
in accordance with 
contract. 

* 
Chief and assistant 
engineen supervise 
all contract work. 



Upon the opening of bids received in r^ponse to the ad- 
vertisements, the usual procedure later described is followed in 
awarding and registering the contract. A notification on a reg- 
ular printed form signed by the superintendent of highwsys, 
the commissioner of public works and the borough president 
is then sent to the contractor, directing him to commence work 
on a certain specified day, and at the same time notification of 
the date fixed is sent to the surveyor, together with an order 
to report to the ofiice of the superintendent of highways for 
instructions. The superintendent of highways makes applica- 
tion to the borough president for the assignment of an in- 
spector of regulating, grading and paving to supervise the 
work, stating the name of the contractor, the title of the con- 
tract and the time allowed for its completion. The borough 
president thereafter selects the inspector and notifies him of 
his assignment on a special printed form, setting forth the 
duties which he will be required to perform. 

The inspector reports weekly to the chief engineer the 
progress of the work on a special form. This report is columnar 
ruled, and provides for daily entries, showing the force em- 
ployed by the contractor, the quantity of material used on the 
work and the quantity of pavement laid, together with the 
time of the inspector on the work and the daily weather con- 
ditions. The rejwrt includes in the form of a bill the number 
of days' service for which pay is due the inspector. 

Upon completion of the work the inspector files a sworn 
statement, certifying that the work has Ix^eii completed in ac- 
cordance with the phiiis and specifications of the contract. 

All contract work is under the gt^neral supervision of the 
chief engineer. The assistant engineers in charge of field ^\1>rk 
are required to visit the different contract jobs in progress, 
[)ers(>nally to supervise the work and to ascertain if the in- 
spectors are on duty. At various times chemical tests of sam- 
ples of the materials used are made by the chemist attached 
to the bureau of highways and by the' inspector of masonry 
in charge of the cement laboratory. The procedure followed in 
these tests is described under the section headed " general/' 
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During the progress of the work the city surveyor is re- ^^on\w'y*^^^^ 
quired to furnish lines and grades for the giiidanec^ of the con- cate of city 
tractor. If the contract amounts to more than $5,000, the 
contractor, according to the terras of the contract, is entitled 
to monthly payments amounting to 70% of the amount ac- 
tually earned by him to date. These payments are based upon 
certificates submitted by the surveyor, stating the amount of 
work completed by the contractor, and are verified by the as- 
sistant engineers in charge of the field work. Upon the com- 
pletion of the work the surveyor files an assessment list in 
duplicate with the chief engineer, with a map showing the All data recorded 
property to be assessed, and submits a final certificate of work 
completed on the same form used for progress payments. These 
quantities showTi on the final certificate are checked by the 
assistant engineers with the aid of the field force. Thereafter 
these data are entered on the cards maintained by the drafting 
force from a memorandum submitted by the leveler in charge 
of the field force, and the cards filed with the field books in the 
drafting room. At the* same time entry is made of all informa- 
tion relating to the contract in a record book used in the prep- 
aration of the annual reports of the bureau, and described 
herein under the section headed " general." 

The assessment list filed by the surveyor is columnar ruled 
with spaces for the following information: 

Page number of maps 

Section numbel* 

Block number 

liOt number 

Assessment number 

Xame of owner 

Feet frontage 

Amount of work done, stated in lineal ft^'t or square 

feet, according to the class of work 
Original amounts assesse<l against the several parcels of 

property 

Revise<l amounts asses^sed against the several parcels of 
property 
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Scale of the inspector of regulating, grad- 
lached to the assi'ssinen) list with the copy 
>n of the' board of estimate and apportion- 
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for the signatures of tlie commissioner of 
i borough president. 

of acceptance " is in the form of a statc- 
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I is required. A report of the chief engi- 
f highways, stating that notices to property 
air the sidewalks in fntnt of their propc^rty, 
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isi)ection of sidewalks. The i)roce<hire em- 
: sidewalks and the resulting action is de- 
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scribed herein under the section headed " maintenance of side- 
walks." When the property owner disregards a notice to r^ 
pair the sidewalk in front of his property or to fence a vacant 
lot, the chief engineer instructs the fiefld force, previously re- 
ferred to, to make a survey to ascertain the approximate amount 

of work required to make the repair. The field force enters the Field force collect 

- . , 1 #• 1 preluninary data. 

data collected by them in their field books, with a sketch of the 
work showing the quantity of new flagging required, old flag- 
ging to be relaid and the number of fefet of fencing required. 

The field books are th^n sent to the drafting room and from Chief engineer re- 

. - ports computations 

the information contained therein the drafting force make to borough presi- 
the necessary computations as to the quantity of work to be ^^^^' 
done. The results of the computations aref entered on a printed 
slip headed " flagging," showing the location of the work, the 
square feet of new and old flagging, the lineal feet of fencing 
and of new and old curbetoneJ, and the cubic yardage of filling 
or excavating required. The assessed valuation of the prop- 
erty affected is obtained either by the leveler in charge of the 
field force or by the drafting forcje from the records in the 
department of taxes and ass^sments and entered on the above 
slip, which is then transmitted to the chief clerk of the bureau 
as a basis for the report of the chief engineer to the borough 
presidetit, and eventually as the basis for the specifications. 
The chief engineer then writes to the borough president recom- 
mending that the matter be brought to the attention of the ap- 
propriate local board for authority to proceed. 

The advice of the chief engineer contains all the infcrma- Meeting and action 
tion on the above described slip with an estimate of cost, com- ® board, 
puted on the quantities shown thereon. Upon receipt of this 
advice the borough president advertises in the City Record, 
calling for a hearing before the local board. If favorable 
action is taken by this board, a copy of the resolution adopted 
by it is sent to the chief engineer of highways and by him re- 
ferred to the chief clerk of his bureau for the preparation of 
sy)ocificatioiis. Unless an expenditure of more than $2,000 is 
involved, the approval of the board of estimate and apportion- 
ment is not required. 
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maps and to compute the estimated quantities of the various 
kinds of work to be done. When a pavement differing from that 
already on the street is to be laid, the plan or sketch is submitted 
with full information, but in the case of repaving similar to the 
pavement on the street, only such measurements are submitted 
as are essential to the computation of the estimate. In the latter 
case, the information required may include the percentage of 
old and new curbing to be set, the number of sewer and water 
manhole heads, and the location of any new tracks. Each mem- 
ber of the drafting force maintains a computation record in 
which he records the details of his computations. 

The estimated quantities are entered on a slip which shows Final procedure for 
the location and exact limits of the work, the kind of pavement let^g similar to 
to be laid, with full details as to the quantity of the various kinds ^^»' Jor aaseasment 
of work to be done imder the proposed contract, and are sub- 
mitted to the chief clerk as the basis for the preparation of 
specifications. After approval by the chief engineer the same 
procedure is followed in preparing specifications, letting the 
contract, etc., as described above for assessment work. Ko sur- 
veyor, however, is appointed for repaving work, the service 
performed by surveyors in assessment work being performed in 
this case by the engineers of the bureau, with the aid of the 
field force. Progress payments are made for 90% of the work 
completed, instead of 70%, as in assessment work. 

The map prepared by the drafting force shows exactly the Map prepared by 
limits within which the street is to be paved, the kind of pave- signed and blue 
ment to be laid, and the. quantities required, and also the area P""*" made, 
chargeable to the railroad company under the terms of its fran- 
chise, if tracks are laid upon the street. Upon completion, the 
map is signed by the chief engineer. Thereafter three blue 
prints are made ; one being attached to the bill sent to the comp- 
troller's ofiiee when the work is completed, one given to the con- 
tractor awarded the work, and one to the engineer charged with 
its supervision. The original map is marked with an index 
number to indicate the drawer of the map case in which it is 
filed, and when the work is completed, is stamped " paved." 
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A card record is maintained by the drafting force for all 
contracts for repaviiig similar to the cards used for assessment 
work. The preliminaiy quantities are entered on this card when 
the computation is completed. In addition to these quantities, 
the cards provide for the entry of the name of the street, and 
the exact limits of the repaying under the proposed contract, 
with the filing numbers of the preliminary and final field books, 
the iinmbor placed upon the map and the name of the draftsman 
who prc'itared it, the date of acceptance of the contract, the 
period for which the pavement is to be maintained, and the final 
quantities of the various classes of work performed, 

IFlMin the completion of the work the field men turn in their 
field hooks to the drafting room, and entr)^ of the final quantities 
of work done is made on the index card previously described, 
with any additional information considered necessary, together 
with reference to the field book number and page. These cards 
nm then filed alphabetically or numerically by streets and ave- 
nues in a card index cabinet. N^o final map is made, the final 
estimate being computed by the field force and the certificate 
which tbey prepare checked by the assistant engineers in cbaige 
of the work. The bead of the drafting force compares the quan- 
tities as* shown by the final certificate with the preliminary esti- 
mated figures on file in the drafting room, and if any unusual 
discrepancies are discovered, he ascertains from the assistant 
ciiginfcrs and the field force the reason for such discrepancies, 
and is then prepared to explain such differences to the chief 
engineer. The final certificate is then sent to the chief clerk. 

At the time the final quantities are turned in, entry is made 
of all infonnatidii in connection with the contract in a record 
book which is used in the preparation of annual reports of the 
bnreau. This record is described under the section headed 
"general." 
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Maintenance of Asphalt^ Asphalt Block and Wood Block 
Pavement 

Inspection of and Report on Pavement Conditions by Field Force 

The borough of Manhattan is divided into six sections for OrgsniaatJon of in- 
purposes of inspection which, in turn, are subdivided into 
divisions differing in size according to local conditions. An 
inspector of regulating, grading and paving designated as chief 
inspector is in charge of each section. Under his orders are in- 
spectors of regulating, grading and paving, each in charge of 
a division, who are held responsible for noting and recording 
pavement defects in their res[)ective divisions. 

A list of all pennitij issued to public service corporations is Advices of permits 
obtained each day by the messenger from each section head- secuSwi. 
quarters from the permit clerk attached to the office of the chief 
engineer. These permits are issued without the requirement 
of a deposit. Similarly a daily list of all permits issued to 
plumbers, etc., for which deposits are required is prepared for 
each section by the cazshier's office and delivered to the messenger 
for transmission to the chief inspector. These lists are prepared 
for the purjK)se of kt»i»ping the division inspectors advised as to 
prospective openings. 

Plumbers' openings are listed in a large blank book prepared Record of plumben' 
for entries showing the following: 

Permit number 

Date of receipt 

Plumber's name 

Address where opening is to be made 

For what purpose 

Water 

Sewers 
Date reported to cashier's office as having been closed 

Each insj)ector is supix)sed to cover his entire district every ^^^^ notes, 
dav and has a field book in which he records data relative to 
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xhd condition of the pavements under his eha^ge* The colamn 
hesidings in this book are: 

Street and number 
Location: 

Out from curb 

Along curb 
Dimension 
Cause 

Paring company 
Beoord number 
Bemarks 
Date repaired 

Upi^n his rvtum to the s.ctijti htaJ'^iiarters the inspector 
pr^ares- a dailv re{K>rt in duplicate fn>m the information con- 
taiiitd in his titld bo«A. This rtrp:)rt is practically a copy 
of the tield book, the original being transmittal through the 
chief in^^Hrccor in charge of the section by messenger to the 
main o5ice for c«->mpilation into reports to be submitted to the 
asphalt companies, service corporations, etc., responsible for the 
repair of the pavement, the duplicate being retained at the sec- 
tion headquarters, 

otdultf An abstract is prepared in duplicate from these daily re- 

ports, the items being drawn off aco.'rding to the defects for 
which either a bureau, a service corp«»rari»>n, a department or 
paving company is res^it.>nsiMe. Tht- information ci>ntained 
thereon is practically the same as appears in the various in- 
spectors* reports. The originals of abstracts which relate to 
'►:her bureaus or deoarrments are trunsmitteil to them. Those 
which relate to wear and tear irtrns f »r which an asphalt eom- 
i»aiiv i-i i>'<:Hiu<:l'!t u:L«i'-r its ir^'aranree are transmitted directlv 
to "he C'^'i^ipanv bv tho force en:ra:?/'I in ci^riipilirur these records. 
The originals «'t o;:Iior abstracts are transmitted to the chief 
fs^nrer's ^•'T.*>r and thore dle^L All carbarn c<^pies are filed in 
T«>'Se I»:af 'rir.-iTrs in the ":?:ct* f^r f^r-ire nrfer»?noe, the abstracts 
bt-i'-iT irarkcd w::h a reo^-nl niiT".\'er f t iienr ideation purposes. 
Aott^r::raayiiig the abstract sent :o the asphalt ci.»mpanT is a 
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notice requiring it to begin to restore the pavement within fire 
days after the date of the notiee undei threat of having an order 
covering the necessary repairs placed with another asphalt com- 
pany, and the expense charged to the responsible company, in 
accordance with the terms of its contract. This notice is said 
by the assistant engineer to be of no value as it is not rendered 
in accordance with the wording of the contracts which require 
such a notice to be signed by the borough president to make it 
valid. Practically, because of intercompany courtesy, these 
notices have been of no effect. 

Upon the preparation of the abstracts, the locations of all ^®^*^. '^P*"* 
the places reported as in need of repair are designated on maps 
of each section by blue pins with the date of the complaint on 
an attached tag. It is stated that the daily reports of inspectors DaUy reports used 
also serve as an accurate record of the condition of the streets w^"^***- 
and that they are used as such by the corporation counsel as 
evidence in defending suits brought against the city for damages 
caused by defective pavements. 

In addition to the dailv reports submitted bv the division Weekly peporta from 

' ^ chief inspectora. 

inspectors, the chief inspectors submit weekly reports compiled 
from lists turned in by the division inspectors. These reports 
cover all streets in their sections in need of repair, whether 
under an original guarantee or under maintenance contracts let 
to provide for the maintenance of streets upon which the guaran- 
tee has expired, or for certain streets upon which the original 
contract requiring the streets to be kept in repair for a number 
of years has beeti abandoned. The reports also state the area 
for which any railroad is responsible under the terms of its 
franchise. These reports are either typed or hand-written, and 
give the name of the street, the blocks between which repairs 
are required and the name of the company responsible for the 
repair. The assistant engineer from these weekly reports pre- Use. 
pares a statement of all streets in the borough in need of repair, 
in each case giving the name of the asphalt company having the 
repair or maintenance contract for the street. 
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' At various times the chief inspectors submit to the assistant 
engineer special reports of openings made surreptitiously, cave- 
ins duo to unknown causes, pavement destroyed by building 
operations, etc. These reports include diagrams showing the 
location of the defect and full particulars in regard to them. 
WeeUr Kporta from The chief inspectors also submit weekly reports to the assist- 
cuto iw!t^to^to- ""* engineer of all openings, cuts or defects in their section that 
"*""'■ have been ready for restoration for more than 15 days. These 

reports give the location, dimensions, cause, date the opening 
or defect was ready to be restored, date that the order, if any, 
was issued, the name of the asphalt company, etc., having the 
street either under maintenance or guarantee contract and a 
notation as to party responsible for delay. Letters are sent out 
by the assistant engineeT to the companies responsible for the 
condiliun based upon the above reports and requesting them to 
give special attention to such cases. 

Other ■pscU re- The chief inspectors also submit reports whenever necessary 

of all defects upon which orders to restore the pavement have 
been outstanding for more than 30 days. These latter cases 
are very rare and always receive the immediate attention of the 
chief engineer. 

rf'inSrto«"'^ The division inspectors and the chief inspector assume, in 

part, direct responaibtlify for obtaining orders from the service 
corporations to the paving companies for the repair of small cuts, 
made by them under blanket permits. While these cuts appear 
on the daily reports, the inspectors often succeed in having the 
opening repaired by making direct application to the service 
corporation, before an official request is issued to the corporation 
from the central office. 

Inapection and Heuurcmetit of Repairs 

Pavcmeni.t Out of GuaratUe.c or on Which (hinraniee Contracts 
flarr Bfeti Abandoned 

of loeatioD tJ^f?^" From weekly reports .Mibutitted by the chief inspectors the 

in charge of maintenance work notifies the 
alock companies by telephone each afternoon 
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idnch streets to repair the following day, and also notifies the 
chief inspector in each section, so that the latter may instruct 
the division inspectors to mark out on the pavement the spaces 
that are to be palehed. The division inspectors are required to 
mark the pavement for all wear and tear items on streets under 
abandoned and general maintenance contracts. Other inspectors Inspection of repain. 
attached to the repair gangs of the various companies are re- 
sponsible for the use of proper materials, and are supposed to 
see that the marks placed on the pavement by the division in- 
spectors are not exceeded unless there are special reasons for 
doing so. In the latter case the attention of the division in- 
spector is called to the increased size of the patch. 

Under abandoned contracts the area of pavement restored is Meaauremente of re- 
measured by the division inspectors. It is necessary for them contmct «tube. 
to make the measurements immediately after the pavement is 
restored. They are supplied with small blank books in which 
they record the location and dimensions of repairs made under 
the contract, which is let to provide for the maintenance of 
streets on which the original contract of guarantee is abandoned. 
These books are turned in by the inspectors and transmitted to 
the draughting room. The patches are plotted on skeleton maps 
maintained for the purpose of determining any overlap of re- 
pairs made during the life of the guarantee, which is usually 
for the balance of the calendar year. Any overlapping is noted Overiapping of re- 
in the memorandum books in which the original measurement 
is entered and deducted from the total yardage upon which pay- 
ment is based. The books are filed in the draughting room after 
the total yardage as rendered and the yardage overlap has been 
entered in the record from which the amounts are computed for 
payment to the companies. 

The bills submitted by the paving companies are certified Certification of bills, 
by the division inspectors as to the accuracy of the measurement 
of the area restored. 

Measurements of pavement restored under the general main- Measupementa of 

restoration under 
tenance contract are made by a special field force of four men. general maintenance 

This force follow the repair gangs and and make their measure- *^°'**'*^**- 
ments immediately upon the completion of the repair. It is 
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claimed that it is necessaij to Live a field force of this kind to 
measure up these repairs in order to avoid taking the division 
in$|>octor3 from their regular patrol duty. This field force 
certifies the bills of the CL^np^inies onlv as to the yardage re- 
stored. Overlapping on repairs made under maintenance con- 
tracts is determiued by the leveler in charge of the field force 
by comparison of the field b'X>ks^ and the necessary deductions 
are computed by him without check. 

Daily reports, gi^'ii^ rough estimates of the yardage laid 
on each street during the previous day, are submitted by tlie 
field force to the assistant engineer in charge of maintenance 
work* These reports are transmitted to the chief engineer and 
cv^pies covering their respective work are sent to the various 
asphalt cvnut^nies* etc* ^which make independent measure- 
nionts) as apprvxximate indications of the yardage that will be 
paid for as rvstored. At the end of each month the yardage 
ri^storwl during the mouth is compiled by the field force from 
the data in their tloUl books, and submitted in a typewritten 
V\)au]iU»tkA€lyiurU- rt'(H^rt to tho chief on^tueer thrvnigh the assistant engineer. A 
^y* IH^* V i^iN luout to the ;?*:veral companies on their respective eam- 

iujT!^ is l^s^xl ujvu this rvj>ort* the remaining 10% being re- 
taiut^l until the expiration of the guarantee period required in 
the v\H\traot* The rltld Ky^ks are then filed in the draughting 
r\vn\ auvl are uscvl by the cv^mpt roller's engineer in checking up 
moa?iur\niu i\t^ Ivtorv passing vouchers for payment. 
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In avlvUtivm to the r^^snilar field books, each division inspector 

luaiutains a siuhII blank Kvk in which to record fire bums, 

eulrv Ivittv: mavle therein dailv from the field books. This 

^^^^»^^l vv*MtvUi».< tho ^Uiu* of the di<<wery of the bum and also 

tbo vtaic of i*'* rv^<tv^r;i:i n. Atul is use^i for the purpose of certify- 

u»< u* IhIN v*f the u<v^-^'' v*»'*:PAnios for the restoration of pave- 

lucut vUiitt,i:;>\l by btiri;s. This s{>ecial record of fire bums is 

'^uUciiiu'sl U\M^^<o v*f fiVN^iioiit disputes with the asphalt com- 

-^ ,44 u» NV''o ''or {^ivt^riu^iit was damaged by fires or by 

^\ wwir aiul t^'ar* 



129 

Report of the Restoration of Pavements 

When a division inspector in patrolling his district finds a 
pavement placed in repair which he has previously reported 
defective, he suhmits a report to the main office through the 
chief inspector in charge of the section. These reports state 
the date upon which the pavement was restored with a reference Report and record 
to the date of the original report of the defect. The reports 
are then posted to the original daily report of the inspectors in 
the column headed " date of repair," and the pins showing the 
l)resence of the defect removed from the maps. A notation that 
the repair has been attended to is supposed to be posted to the 
carbon copy of the notice to the asphalt company. This work, 
however, owing to lack of help, is some months behind. It is 
stated that it is not considered of very great importance as the 
same information appears upon the original report of the in- 
spector. 

Five inspectors of complaints and three laborers are assigned Verification of police 
to the main office to verify police reports of defects in pave- 
ments. After inspection of the defects, they submit a memo- 
randum on a slip of paper stating practically what already ap- 
pears on the police report. A copy of this memorandum on as- 
phalt and wood block pavement is sent to the section inspector 
within whose district the defect is located. Almost invariably 
the defects reported by the police have previously been turned 
in by the division inspectors. The police reports are filed in 
the main office. 

The clerk in charge submits to the chief engineer a weekly Summary report of 
report showing the number of defects reported by the division 
inspectors and the consequent repairs made by the companies. 
This rei>ort is not used by the chief engineer, but is merely filed 
in his office. 

Inspection of and Report on Repairs to Pavement Due to Building 
Operations, Etc. 

In ad<lition to the daily rejmrts made by the inspectors of Special reports on 
the various divisions a detailed report is submitted by them, for piumbeis' cuts, 
every opening or damage, exclusive of plumbers' openings, in 
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asphalt, asphalt block or wood block pavement for whicb it ia 
necessary to issue an order to repair. Included in thia class 
are the following openings or cuts and damages to paveonent, 
etc.: 

Openings made by water department to shut oflf water 

taps 
Openings made to erect banner poles 
Openings made by unknown parties 
Damage to pavement as the result of the construction of 

new buildings or vaults 
Damage to pavement due to cave-ins resulting fnHneome 

unknown underground condition 
Resetting curb where a contractor disturbs the bond b»- 
tween the curb and the asphalt 

This report gives the date, location of opening, the cauM 
for the opening to the beat knowledge of the inspector and the 
individual or company responsible. Space is provided on the 
rei>ort for special notes and also for a sketch showing (he looa- 
tion of the opening. The sketch is apparently used only to 
locate the specific opening reported and to avoid confusion be- 
tween several openings which might be adjacent to or on the 
same block with the cut covered by the report. 

The reports are submitted through the chief inspectors in 
charge of the sections to the assistant engineer, who refers them 
to the rodman responsible for the proper measurement of auch 
cuts and for ascertaining the party responsible for the damage. 
The rodman personally inspects the opening and makes an ao- 
curale survey, recorded in card form, giving full and exact in- 
formatiwi as to location and size of cut and the name of the 
service corporation, plumber, owner or builder responsiUe. An 
accurate sketch of the opening is plolted on the back of the card. 
In case of damages due to a combination of building operations 
and cuts made at about the same time by corporations to make 
steam, gas, electrical connections, etc., the rodman is required 
to determine how much of the cut should be repaired by the 
responsible corporations and for how much the builder is re- 
sponsible. From the eurveys submitted by the rodman the 
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draughting force prepares a sketch on specially ruled tracing A Bketch prepwed. 
cloth showing the exact location of the cut. The rulings and 
headings on the cloth provide for the entry of full information 
as to the cause of the damage, the name of the employee making 
the survey, the name of the employee preparing the diagram, 
the yardage chargeable to builders, plumbers, service corpora- 
tions, etc. The tracing is signed by the assistant engineer, and 
blue prints are thereafter made from it by an employee of the 
bureau. Both tracing and blue prints are then forwarded to 
the office of the superintendent of highways. 

The service corporations, such as the gas companies, Con- Service corporations 
solidated Subway, the Edison Company, the Empire City Sub- to paving companiei. 
way, the New York Steam Company, etc., issue orders directly 
to the asphalt companies for the restoration of any pavement 
destroyed by them. 

In all other cases a bill is sent by a clerk in the office of the Paities reBponsibto 
superintendent of highways to the person responsible for the to order repain di- 
damage with a copy of the blue print enclosed. If the final ^^^ly- 
charge for restoring the pavement over openings for which per- 
mits have been obtained exceeds the amount originally deposited 
to cover the restoration of the pavement, a request is made to 
the permittee for the remittance of the diflFerence. If this notice 
is ignored for about five or six days, a five-day notice in accord- 
ance with stx'tion 391 of the charter is served personally in the 
form of a letfer upon the owner of the property. This letter 
directs him either to remit to the department within five days 
the amount stated in the notice to be due or to have the pavement 
restored by direct order to the asphalt company. After the 
lapse of five days the rodman insi)ects the cut to see if the pave- 
metit has bet»n restored. If it has not been, he notifies the office 
of the superintendeift of highways and a requisition is prepared 
and forwarded to the accounting office, requesting that an order 
be drawn on the proper asphalt company to have the pavement 
restored. After the restoration the bill from the asphalt com- in default of remit- 

panv is re(»eived bv the rodman through the chief clerk. One t*?ce,or direct re- 

r V • ' i- 1 . V .1 1 . , . . ?•*''» bureau orden 

01 the two inspectors of complaints aetailcHi to assist him is repairs. 

then assigneil to measure the area restored, and upon the sub- 



mission of his report which gives the requisition number, loca- 
tion, name of the asphalt company, number of square yards 
K tutored and bears his signature, the rodman certifies the bill. 

I^und o( *^^P9^** Occasionally deposits are made for the purpose of protecting 

not been uaed. the city against damage to asphalt or wood block pavement 

caused by the construction of vaults, laying sidewalks, resetting 
curb openings for banner poles, guy posts, etc., and the permit 
issued, but no use is made thereof. Upon receipt of verbal or 
rough memorandum instructions from the office of the superin- 
tendent of highways the rodman inspects such work and submits 
& report to the superintendent in order that the deposit held by 
the cashier's office may be released. 
R^ofcommuni. j^ ^g^^^^j ^^f jjj] endorsed letters referred to the rodman for 
investigation is maintained in a bound book whose columns pro- 
vide for the following information: 

Dat« received 

Location 

Date of report 

Reported to 

Letter number 

Remarks (summary of report) 

Inspection of and Reports on Repairs to Pavement Due to Ploinbcr** 
Openings 

F^ooedwe in order- When an opening made by a plumber is found by the 

division inspector to be filled and ready for the pavement to be 
restored, he prepares a report giving the date and location of 
the opening and stating that it is ready for repaving. These 
reports arc transmitted through the chief inspectors in chat^ 
of (he sections to the cashier's office. They are then referred 
to the rodman who is responsible for the correct measure- 
ments of plumbers' openings. From the measurements appear- 
ing upon this report the rodman computes the area of the cnt 
and draws a diagram showing the location and size on a blank 
sheet, whieh is attached to the report and forwarded to the office 
of the superintendent of highways for the purpose of having a 
re<]i]isition drawn. The diagram is then attached to a prelim- 
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inary notice sent to the asphalt company as an indication that 
an order will follow, 'and the report returned to the rodman, 
the number on the preliminary notice being noted at the top. 

At the time the rodman draws this diagram, he fills out a R«coHi of opening, 
card giving full information in regard to the opening, such as 
permit number, location, measurement, etc., and draws a dia- 
gram on the reverse side of the card showing the location and 
?ize of the cut. This card is retained as a permanent office 
record and is filed according to requisition number. 

In many cases the asphalt companies notify the bureau by Action when yardage 
letter that the yardage called for by the order is insufficient to g^t. ^' 

restore the pavement properly. This makes it necessary for the 
rodman to revisit the cut, determine what the area should be^ 
have the records corrected, and a corrected requisition drawn. 
In some instances the increase in the area is caused by the 
plumber undermining a sub-surface larger than the actual cut 
made and, in other cases, by a service corporation having entered 
the same" cut and enlarging the size of the opening, 

UiH>n the completion of the work the asphalt company's bill Verification of pav- 
is received by the rodman from the chief clerk and checked as 
to yardage with the original report submitted by the inspector 
of the division. One of the six inspectors of complaints as- 
signed to assist the rodman is then directed to measure the cut 
and upon his measurement, the bill is certified by the rodman 
The inspector submits a printed slip giving the requisition num- 
ber, the location of the cut, the name of the asphalt company, 
the number of square yards restored, the name of the inspector 
and date of inspection. 

Bills are often rendered by the asphalt company for an Action where the 
amount in excess of the measurements on file with the rodman mnmjnmeai on 
and those made by the inspectors of complaints. In such cases ^®* 
it is necessary for the rodman to visit the cut with the inspector 
of complaints and the representative of the asphalt company 
and take new measurements. The final computation is noted 
on the bill, on the original report and on the card retained as 
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when work not fully 
done. 



When plumbers' de- 
posits are insuffi- 
cient. 



When the plumber 
has tunneled from 
the sidewalk. 



Official record of 
plumbers' cuts 
duplicating card 
record. 



an office record. After certification of the bill it is returned to 
the chief clerk. 

Occasionally when orders are given to asphalt companies to 
repair plumbers' openings running the full width of a street, 
and the company sends a bill for the entire cut, the inspectors, 
under the rodmen, find that the company has not completed 
the restoration of the pavement over the entire opening owing 
to the interference of building operations. In such cases the 
rodman refuses to certify the bills until the entire work is com- 
pleted. This may be several months after the greater part of 
the work is done, but it is claimed that the asphalt companies 
never raise objection to such delay. 

Deposits made with the cashier are often insufficient to re- 
imburse the department for the amount charged by the asphalt 
companies, and it is then necessary to send the plumber an ex- 
cess charge for the difference. When plumbers appear at the 
bureau and protest against such charges, they are referred to 
the rodman for explanation. In most cases it is necessary to 
visit the cut with the plumber and the representative of the 
asphalt company to verify the measurements. At various times 
plumbers have obtained sidewalk permits and attempted to 
tunnel from the opening made in accordance with such permit 
out under the asphalt to make a connection with sewer or water 
mains. 

Though the surface of the street might not be disturbed, 
such tuimeling eventually causes the surface to settle and re- 
quires the restoration of the pavement. If this is considered at 
all probable, the rodman is directed by the chief engineer to 
make a special examination of the condition of the pavement 
and submit a report thereon to him. Such examinations often 
result in orders being issued to the asphalt companies to restore 
whatever surface may be considered necessary, the bill being 
sent to the plumber. 

In addition to the records previously described, a bound 
book is maintained in which is entered ail data appearing on 
the report turned in by the inspectors of the divisions. The 
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book is columnar nded, and gives thcf location of the cut, the 
number of the i)ermit, the date the report was received from 
the division inspector, the date and number of the requisition 
issued for the restoration of the pavement, the name of the 
asphalt company, and the area to be restored. Upon certi- 
fication of the bill, the date of such certification and the area 
certified to is also entered in this record. This record is divided 
according to streets and avenues and covers, with the exception 
of the diagram, all thef information appearing on the card, 
previously described as an office record The book is the official 
record of all plumbers' openings and bills, and is, therefore, 
used to answer inquiries respecting them. 

The assistant to thef rodman maintains a record of all the Record of endoned 

IfittOIB 

^ endorsed letters which are refetred to the office for investiga- 
tion. This record iis a bound book, wtith columns providing for 
the following information: 

Date received 

Location 

Date of report 

Reported to 

Letter number 

Remarks (summary of report). 

Maintenance of Stone Block Pavement 

The maintenance of stone block pavement upon which the Iiwpwtion during 

t , penod of guarantee, 

contractor's guarantee has not e'xpired is under the supervision 

'of the chief engineer. There is less than two miles of this 
and practically the only inspection made of its condition is 
attended to by one of the assistant engineers. His examination 
is made jusPt prior to the expiration of the guarantee period 
called for by the contract, in order to determine whether the 
pavement is in propel* condition for the release of the retained 
moneys due the contractor at the expiration of the period of 

- guarantee. 

The maintenance of ^one block pavement upon which the Maintenance when 
original contractor's guarantee has expired is under the gen-* expired, 
eral supervision of the superintendent of highways and itt- 
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volT«a the maintenance of granite, belgian and trap bkx^ «Bd 
oobble pavements. The admioUtrative proeedute may beet ba 
deecribed under two beads, namdy: 

Stone block pavement repairs. 
Care and distribution of supplies. 

Stone Block FaTement Rspain 

There are two main divisions of -work under this heading, 
as follows: 

a BestoratioQ of pavement dne to openiaga made by 
service corporations, plumbers or the departiaent 
of water supply, gas and electricity, or tn dam- 
age caused by building operations. 

6 (General repairs due to wear and tear^ cavs-ins and 
unknown causes. 

P»ntttoriM to opm Openings in pavement resulting in repairs of tima a are 

or oUef aniUiMr. made by pormiBsion of the d^artment. Applications from 
ppn'ipo coriwrations for the issuance of pwmita are made by 
letter, showing what openings the companies desire to make. 
For «uch permits no deposits are required. The decision as to 
whether thoy shall be granted rests with the chifff engineer. 
Inasmuch as the records used in connection with them relate to 
all classes of pavement, the pioct^dure employed in issatag timn 
is deecribotl under the section beaded " general." 

P^fP*** 'T3y*'*J •* Applications from phirabera for permits to mi^e openiiigi in 

phuKb*n' opNilAca. any kind of pavement for the piirposcf of making water or 

amrer connections aie made at the cashier's offioe. A depodt to 

oovi>r the coet of rentoring the damaged paTemeait is rstinind 

The i»ocedure employed in tUa 

r the section headed " riwhiai^fi 

e issuance of permits to service 
ay rough memorandum lists of 
lits are listed by sectioBs. The 
rs from the varwos a e*t io i bead- 
BBflral f wconan in dmtga of atone 
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block pavemcmt repairs for the various sections. The general 
foremen enter the items on the list in a blank book^ showing, 
by streets and av^nnes^ the date, location of the work and the 
name of thcf company to which the permit was issued. Similar 
lists of all permits for which deposits are required are pre- 
pared daily by the cas^hier'e office on a regular printed form, 
and are likewise transmitted to the general foremen. 

On the completion of the work for which the permit is Orden for restom- 
issued the office of the superintendent of highways is notified ^^ ^ pavemcn 
through yarious channels of the fact that the pavement is ready 
to be restored. The service corporation sends an order to the 
bureau of highways, in the form of a letter or a printed blank 
of their own design, for the restoration of the pavement def- 
stfoyed by them. Through the clerk in charge of the issuance 
of permita lo svcli corporations the order is transmitted to the 
office of the superint^ident <^ highways. A clerk in that office 
then inserts the date, the location of the work, the permit num* 
her, etc, on a printed slip, usually referred to by the bureau 
as an '^ order slip," on which space is provided for. the measure- Order slip. 
mcnts of the cut and the signature of the inspefctor who eventu- 
ally makea the measurement. The order slip for the restoration 
of pavnnait destroyed by a plumber is received throu^ the 
cashier. The latter either receives the slip from a division 
inspector or prepares one upon being notified by the plumber 
liiat he has oomi^eted his work. The department of water 
supply, gas and electricity sends an order to the office of the 
superintendent of highways for the restoration of damaged 
pavement for which that department is responsible. Thef usual 
order slip is then prepared. In the case of pavement damaged 
by building operations, the builder or contractor notifies the 
bureau when the pavement may be restored and the order slip 
is made out by a clerk in the office of the superintendent of 
highways. 

The information as to the location and purpose of the Dau kept on cards, 
opening, the number of the permit, etc., on these various slips 
is entered on a printed card providing for such data and in a 
record entitled " Granite order book." This book provides the Granite order book. 
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consecutive number placed upon all order slips and the corre- 
sponding cards and contains the record of all orders issued for 
repairs to concrete^ tar and sand foundation pavement. The 
columnar headings are as follows : 

Number of order 

Date of receiving order 

Date of order 

Order received from 

Location 

Amount measured 

Date of measurement 

Gang number 

Amount repaved and kind 

Date of finishing 

Order afips the bans The order slips are then turned over to two inspectors of 

complaints, who are assigned to the measurement of all open- 
ings in stone block pavements for which charge is made. The 
cards are held on filef in the office until the inspectors return the 
order slips with the measurements, which are then entered on 
the card and also in the " Granite order book." The order slip 
is then used as the basis for the bill to the company, individual 
or dcfpartment responsible for the damage, the card being s^nt 
to the general foreman in charge of the section within which 
the damage is located. 

•^!!^1™ "I repair- The general foreman in charge of the section assigns a gjang 

to repair the pavement, giving th^ foreman of the gang a /slip 
termed a *' paid order," on which he enters the date, number 
of the permit, the location of the work, the amount and kir id of 
pavement to be restored, the number of the gang assigned ih the 
work and the name of the foreman in charge of the gang. jTliis 
slip is attached to a stub upon which is entered the same iloifor- 
mation. Ui>on the completion of the work and the repojrt of 
the foreman to the section office, he returns his " piaid orlder " 
for filing purposes and fills in the necessary informaticAn on 
the card received from the main office as to the time spent f upon 
the work by the gang, and the amount of material used^r He? 
then signs the card, which is returned on the following M*mday 



ing pavement. 
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morning with all other cards of the same nature^ to the office 
of the superintendent of highways. A clerk attached to this 
o^ce checks up the extension of the charge for the time of the 
gang and the charge for the horse and cart^ and computes the 
cost of the material used, which is baaed upon the price paid 
for it by ther bureau. This information is then entered in a 
bound book entitled, " Record of cost of repairing tar, concrete, 
macadam and sand pavement by departmental labor." The 
total of this weekly compilation of the cost of the materials used 
is subsequently checked with the amount on the individual cards 
by a representative of the department of finance, and is then 
used as the basis for a journal entry made on the books of the 
department of finance, charging " restoring and repaving 
— special fund," and crediting the appropriation account * 
against which the cost of the material used was originally 
ehargcfd. 

The cards covering the permits upon which deposits have Bill for restoration 
been made are returned to the cashier's office with the order 
slips originally received for the restoration of the pavement. 
Entry is then made upon the card of the payment of a refund 
or an additional payment, if one is required, the order slip 
being retained by the cashier for filing and th^ card returned 
to the office of the superintendent of highways, when the bills 
tore then rendered. 

The nefcessity for repairs to pavement due to wear and tear, Reports of necessity 

1 ^ • n _x • 1 V i.1. for repaim due to 

cave-ins, unknown causes, etc. is usually ascertained by tbe cave-ms, etc. 

personal inspection of the general foreman in charge of the 
stone block pavement repairs of each section, and by the in- 
formal co-operation of the division inspectors assigned to in- 
spection of asphalt and wood block pavements. The latter re- 
port any defects or openings they may notice in stoned block 
pavement while patrolling their di^riots. Orders instructing 
them to repair certain streets are received occasionally by th€f 
general foremen from the office of the superintendent of high- 
ways. 

At some of the section headquarters there is maintained a Record of corn- 
blotter record of cave-ins or dangerous holes reported either "by ?**"**•• 
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Repain made by 



Record of work 
done. 



Record of work of 
•aehgang. 



Weekly reports of 
gang foremen. 



telephone from the main office, as the result of a complaint 
ceived there, or by the police or the inspectors of the division- 
This record gives the date received, location and descriptioxi of 
the work, and the number of tihe gang assigned to make the re^ 
pair with the date on which the repair is attended to. 

The general foremen give liieir instructions to the foremen 
of the repair gangs on rough memorandum slips. Upon the 
completion of the repair this memonajadum is signed by the 
foreman in charge of the gang, and returned with a notation 
of the yardage laid. The gangs are usually assigned to specific 
parts of the district, though, if necessary, the general foreman 
brings together all the gangs x>r as many as are required for 
special work. 

A record of all work performed by the gangs, whether res- 
toration of openings, or repair of wear and tear, is entered in 
a book entitled " Record of work done," the columns of which 
provide for the following information : 

Date 

Number of order, if one has been issued 

Plumber, department of water supply, etc 

Location 

Gang number 

Date completed 

Remarks 

A similar record in which entries are made on pages headed 
with the numbers of the various gangs is maintained in a large 
blank book. The columns are arranged for the efntry of the 
following information: 

Date 

Location 

Kind of pavement 

Size 

Daite finished 

The foremen in charge of the various gangs submit wcl^ly 
reports showing the quantities of the various kinds of materials 
used, and the number of foremen, assistant foremen, paven. 
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rammersy laborers^ etc. employed and the number of square 
jardi of pavement laid. These reports are agreed with the 
quantities shown on the memoranda turned in daily by tbe 
foremen. The weekly reports are summarized by the assistant 
foreman or laborer detailed to clerical work at the various s^tv 
tion headquarters^ and submitted to the ofRce of the superin- 
tendent of highways, in a report entitled " Measurement and 
material used by repair ^i^." 

All refuse or material removed, suc?h as broken concrete, ^^^ f*"^ ^ 

' . ' street cieaiimg 

which the gangs are unable to use as fillings is delivcfred to the dumps. 

various dumps of the department of street cleaning. For every 
load to be disposed of in such manner, the foreman in charge 
of tib^ gttng gives the driver of the cart a ticket which the latter 
is required to deliver to the representative of the department 
of street cleaning in charge of the dump. These ticket are dis- 
tributed by the general foremen in charge of the sections, but no 
record is maintained of the number of tickcrts giv^i to the 
various foremen, and no attempt is made to obtain the tickets 
from the departmefnt of street cleaning for checking up with 
the memoranda of thcf loads turned in by the various foremen. 
It h stated that very few are used, perhaps half a dozen in three 
or four months. 

Cart and Distribution of Supplies 

Smppliee for the use of the gangs employed on the repair of Locations of oorpo- 
stone block pav^nents are stored at the following yards and 
tool shop: 

East Side Yards 

Location Class of Supplies 

Broome Street Paving blocks, broken stone, 

< and bridgestone 

Rayington Street Sand, tar, gravel, kerosene oil 

[ and coal 

61st Street Sand 

69th Street Paving blocks, granite blocks, 

broken stone, flagging and 
curbing 
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704 Street Sand 

80th Street Gravel, tar, cement, and bridge- 

^ stone 

87th Street Tools, materials, etc. 

lOlst Street Sand 

134th Street Sand and gravel 

West Side Yards 

16th Street Stone 

30th Street Sand 

44th Street Sand and gravel 

52d Street Sand 

56th Street Tar, paving cement, and paving 

stone 

Tool Shop 
154 ainton Street Tools 

EiMrt S7th Street The East 87th Street yard consists of a room in a building 

under the jurisdiction of the department of water supply, gas 
and electricity, in which all tools such as bars, picks, rakes, 
rammers, etc., both new and old, are kept under lock and key 
in what might be termed large lockers. 

te^hrae yards en- xhe Rivington Street and 80th Street yards on the east side 

and 56th Street on the west side aref the onlv locations at which 
enclosed yards are provided for the storage of supplies. At all 
other vards which are situated close to the river front a small 
shanty is provided for the use of the assistant foreman, laborers, 
night watchman or other employees, and the stone, sand, gravel, 
etc. are left on the ground within the area theoretically covered 
by the yard. 

of Each yard is in charge of an assistant foreman or laborer 

^o in turn is under supervision of a general foreman. There 
are two general foremen responsible to thef superintendent of 
highways, one assigned to the east and one to the west side. 
The tool shop is in the charge of a toolman, who is responsible 
directly to the superintendent of highways. 



yards. 
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Supplies are purchased under both contract and open market Purchaae and de- 
^ * , ^ ^ * livery of suppuee in 

order. The assistant foreman or laborer in charge of each yard yards, 
from time to time prepares rough memorandum list« of supplies 
required at his yard, which the general foremen submit to the 
superintendent of highways. If the request is approved by the 
latter, the usual requisition for the issuance of an order is pre- 
pared by a clerk in the office of the superintendent and sent 
to the office of the commissioner of public works. Sand is pur- 
chased under contract and delivered in scows at the location 
specified in the delivery order directed to the contractor. When 
the bureau is notified by the contractor that he is ready to 
make a delivery and that a scow load is ready to be measured, 
the chief engineer directs the rodman to make the necessary 
measurements and to certify to the delivery upon the invoice. 
Gravel is purchased upon both contract and open market order. 
When purchased under contract, delivery is usually made in 
large quantities which are measured on the scow by one of the 
engineers under the chief engineer. When purchased in the open 
market, gravel is delivered to the location designated in the 
order, the complete* delivery being measured by an engineer 
assigned by the chief engineer4 A certification similar to the 
one made bv the rodman on deliveries of sand is made bv the 
engineer for the measurements of gravel. 

The procedure followed in the distribution of supplies is Distribution of sup- 
practically the same at all yards. The foreman in charge of 
each repair gang has an order lx)ok c<msisting of a stub and 
attached order, both of which he fills out for any supplies re- 
quired. The order is dated, addressed to the assistant foreman 
or laborer in charge of the yard from which the supplies are 
to be obtained and is supposed to state the location of the work 
upon which the gang is engaged. The order is given to the 
driver of the horse and cart attached to the gang and supplies are 
obtained by him upon presentation of the order at the yard. 
Upon receipt of the supplies the driver signs the order, which 

then becomes a receipt and is retained on file at the vard. Tlie R«co"l <>' delivenee 

' . . ' , made, 

assistant foreman or laborer maintains a book record in which 

he enters all deliveries under the following headings ; 
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Date of delivery 

Froin whom received 

Entry of goods delivered 

Quantity 

Name of driver receiving goods 

This form of record is used by all the assistant foremen of 
laborers in charge of the various yards, but in some cases the 
following additional heading is inserted : 

Location where the gang is working. 
Weekly report of as- From these records the assistant foreman is supposed to 

natant foreman. . 

prepare a weekly report on a printed form provided for that 
purpose, which covers the following information : 

Xame and description of articles or materials 
Classification — ^pounds, barrels, feet, loads, etc. 
Quantity on hand, last report 

Eeceived from to (period covered) 

Delivered from to (period covered) 

Remaining on hand (date) 

Irregularity of these This report when made is certified by the assistant foreman 

reports, ' *^ 

and su'bmitted to the general foreman in charge. There appears 
to be very little r^ularity in the preparation and submission of 
these reports. Some of the yards are not supplied with the 
printed form, and the report, if submitted, is made out on a plain 
sheet of paper. In some yards it has been found that no weekly 
reports have been prepared, and in many instances that no re- 
ports have been submitted to the general foreman for a month. 
The assistant foreman in charge of the' 87th Street yard stated 
that he had never submitted a report. The records at this yard 
are in a very chaotic condition, there being no control whatever 
Chaotic condition of over the supplies. It is impossible to tell from the records 
Street yard. *'^^ quantity of each kind of supply on hand at any specific date. 

It has been stated that no inventory has ever been taken. Most 
of the stock at this yard is obtained from the tool shop. Bequisi- 
tions are made out in duf^licate on rough memorandum slips. 
The original is taken to the tool shop bv the driver of a cart 
borrowed from one of the repair gangs for this purpose. The 
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tools called for in the requisition are delivered to him without 
formal receipt. When the supplies are received at the yard 
they are checked to the duplicate memorandum and entry of the 
quantities delivered is made in the order 'book. 

The procedure in connection with the receipt and disburse- Procedure at tool 
ment of tools at the tool shop is similar to that followed at the at yards, 
yards. The toolman in chargie of the shop makes a list of tools re- 
quired which he sends to the office of the superintendent of high- 
ways. After the latter's approval of the request the usual 
requisition is drawn. Tools to be repaired are received at this 
shop directly from the various gangs engaged in the stone block 
pavement work. These repairs are provided for under contract Repairing of toob. 
and the tools are obtained from and returned to the tool shop by 
the contractor. In addition to the supplies sent to the East 87th 
Street yard, tools are given out upon requisitions signed by the 
foreman of the various gangs, in the same manner as supplies 
are distributed from the yards. 

Maintenance of Dirt and Macadam Roads 

The division of streets and roads is responsible for the Foreman and main- 
M m tenanoe gangs aB> 

maintenance of all dirt and macadam roads. There are 4.63 signed to each dia- 
miles of macadam road and about 16 miles of unpaved, graded *"*'*• 
streets in the borough of Manhattan. The territory in which 
such roads are located is divided into two districts, as follows: 

125th Street to 165th Street 

165th Street north to the boundary line of the borough 

A general foreman is in charge of each district to which are 
assigned five gangs engaged on repairing and cleaning the road- 
ways. The entire division is undefr the supervision of a gen- 
eral inspector. The foreman in charge of each gang assigns his * 
men to such work as he deems or by personal inspection ascer- 
tains to be necessary, or as he is instructed by the general in- 
spector or the general foreman in charge of the district to ait- 
tend to. The materials, consisting of broken stone and screen- 
ing, which are required for repairs to the roadway are kept un- 
guarded upon the public highway at 165th Street and River- 
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sheet which provides for the date of inspection and the num-ber 
of the notice to repair served upon the property owner, if sudi 
action should be determined upon after the report has been sub- 
mitted to the clerk in charge. The balance of the sheet is left 
blank in which space the inspector writes his report in die forxa 
of a letter over his signature. The name of the owner or occu- 
pant of the property affected is also ascertained by the inspector 
from miscellaneous sources whenever possible?, and entered on 
the report On the reverse side of the report, printed headings^ 
arranged in a mianner to permit of folding the report in a con- 
venient size for filing, provide for the entry of the number and 
date of the notice, the name of the inspector and the subject 
of the report. 

After submission, the reports are examined by the derk in 
charge for decision as to the necessity for repairs, all reports 
upon which no further action is taken being immefdiately filed 
without indexing of any kind. A bound book consisting of a 
printed form of notice and attached stub is kept in the office 
of the chief engineer. A notice and stub are filled out for every 
case in which repairs to sidewalks or curbstones are considered 
necessary, the notice being addressed to the owner, lessee or oc- 
cupant of the property affected and rcK][uiring him to make the 
repairs within ten days after the service of the notice. The 
notice and stub are marked with tbe-«ext consecutive number, 
the notice being detached for the signatures of the superintend- 
ent of highways and commissioner of public works. At the 
same time a small card, maintained for recording each report 
received from the inspectors, is made out. The card provides 
for the following information: 

Number of sidewalk notice 

Location 

Complaint made by 

Date received 

Date notice served 

By whom notice served 

Name of party to whom notice was given 

Date re-examined 



< 



149 

number Number of seoond sidewalk notice 

^^ ^"^ Date notice senred 

^^ ^^ By whom notice served 

^^ ^^ Name of party to whom notice was given 

^ioTm Transmitted: (supposed to contain the notation of the 
^occvi' date on which the request is made to the borough 

>P^tor president to bring the matter to the attention of thd 

f^d oa local board. This space is not used.) 

'&gs^ Remarks: any additional information considered neces- 
sary 



acM- 

ubjet 



erk 



^l^:': 



1 L-?. 



-r 



er^ 









These cards are filed according to locations and the number 
of the notices placed ui>on the corresponding reports, which are 
then filed in numerical order. 

The notices are served by the inspectors upon the owners 

or occupants of the property and the necessary information 

filled in on the above described cards. At the end of the period Second notice sent 

on failure of owner 

allowed for repairs, the inspector makes a re-examination of the to comply with 
location covered by the notice to ascertain whether the work 
has been done and reports on the same kind of form. If the re- 
pairs have not been attended to, another notice on the same 
form marked " second notice " is served on the owner or occu- 
pant and proper record made on the cards. The second report Local board notified, 
is marked with the number of the second notice and filed. If, 
after the lapse of the ten days specified in the notice, a re- 
examination by the inspector shows that the notice has again 
been disregarded, the matter is referred to the president of the 
borough with a request to bring the oase to the attention of the 
local board of the proper district. 

Permits to make repairs to sidewalks or curbing at specific to'^*wfdta^*S 
locations (indicateil by street number) are issued without without charge, 
charge to property o^vners, occupants, agents and contractors, 
either upon voluntary application, or as tlie result of the ser- 
vice of the above notice. These permits are signed by the chief 
engineer. They are bound and given the same serial numbers 
as their stubs which show the same information. 
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Inspection of Corporation Work Involving the Disturbance 
of Pavements 

&*""'*"*'***" Tho iiwpecrtion of corporation work is divided into three 

IiMiI)ection of all "vrork involving dis:turl>ance of the pavement 
by tho following public ijorvice corporations: 

(\>]isolidatod Gha C^ompany 

(\>niV>IidatiKl Subway {\>inpany 

Knipiro C'ity Subway Company 

Xmv Yi>rk Kdison (\>mpany 

Now York Telephone Company 

Now York Steam Company 

New York Mail & Newspaper Transportation Company 

In^jHvlivMi of n^j^irs made to structure and pavement by 
itlnvt r^ilnvid oiwipanies 

lu>}yvni^n ot n^}\!iirs :.> j^v^nnonr and sidewalks made nee- 
*>s;&r\ Vv rAi'rva.i >::bw;iv o«n>:nioTion or maintenance. 



laiSitiCtkiii o< ^be Wwk of ^be PlMk Scrvke CoiporadcMis, Except the 

Rioir^fei Ctiiiiimiw.1 Mid ^k Ripid Tkmsit Sidmay 

IT 
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oance is required to deal directly with the contractor. In the open 

season the ordinary permits allowing small cuts for minor re- 

Iree pairs are issued by the permit clerk without reference to the 

chief engineer or to the inspector of regulating, grading and 
j)aving in charge of corporation work, but in the closed season 
all applications are referred for examination to the chief engi- 
neer. A permit for the laying of mains, which always re- 
quire largo openings, or any permit under which the work will 
affect the traffic on Fifth Avenue is invariably referred to the 
chief engineer A list of all permits issued for the laying of 
mains is drawn off daily from the permit book by the inspector 
of regulating, grading and paving in charge of this class of in- 
sj)ection of corporation work. The corporation notifies this 
inspector by letter when the work on the mains will commence. 
The corporation inspector of the district where the work is 
located obtains the same information from the office of the 
company. 

Corporation inspectors are paid directly by thef companies Ji"n'^*^^J|J^'*" 
to which they are assigned, certified statements of the service 
rendered by them being made to the companies by the borough 
president. Upon appointment, they are verbally informed of 
their duties by the inspector of regulating, grading and paving 
in charge of corporation insj)ection work. These duties are as 
follows : ■ 

To examine the permits issued and to see that the com- 
pany does not exceed the limits stated therein. 

To se0 that no unnece.<^sary interruption to traffic is 
occasioned while the cut is being excavated. 

To see that upon the request of storekeepers, bridges are 
built giving easy access to their stores. 

To see that the intersecting streets are always kept open 
to traffic and that the company does not use more 
than one half the width of the street at one time. 

To compel the company to build a 20-foot bridge where- 
over their cuts interfere with the use of a fire hv- 
drant. 
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Reports of corpora- 
tion inflpectors. 



Special ioBpections 
for subway com- 
panies. 



Supposed work of 
corporation inspect- 
ors duplicated by in- 
spectors of regulat- 
ing, grading and 
paving. 



To see that the earth is thoroughly rammed, upon the 
refilling of the trench and that the paving blocks are 
put back temporarily in a safe manner; in thef case 
of asphalt street on a stone foundation, the paving 
blocks replaced temporarily may not project more 
than one half inch above? the surface of the surround- 
ing asphalt. 

To see that all material is removed from the street. 

To submit a report on all main work which shall show 
all details of the work. 

The report submitted by the inspectors is supposed to con- 
sist of a detailed description of the location of the work, the 
purpose of the opening, the date the work was commenced and 
the date completed, with minute details .as to number of feet 
of pipe laid, etc. A diagram is also furnished as part of this 
rojwrt showing the exact location of the main. The report is 
signed by the inspector responsible for the work. 

The inspectors on the main work are assigned to certain 
districts, except in the case of the Consolidated Subway find the 
Empire City Subway Company. Upon the organization of a 
gang of workmen under a foreman by either of these two com- 
panies an inspector is appointed by the borough president to in- 
spect their work and follow the gang throughout the borough 
until it is disbanded. The inspector is then laid off by the 
borough president. 

The inspector of regulating, grading and paving in charge 
of corporation work or his assistant personally inspects all the 
main work, except the laying of water mains, theoretically, to 
see that the inspectors are on duty and that the regulations of the 
department are obeyed. Another inspector of regulating, grad- 
ing and paving insj)ects all water main work. The reports from 
the inspectors on main work are ente'red on blank cards which 
are filed by streets and avenues, a different color being used for 
each corporation. The cards are used for reference in attending 
to and reporting on complaints and also for compiling the 
quarterly and annual reports prepared in accordance with the 
charter provisions. They show the permit number, the exact 
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location of th^ opening, the date the work was commenced and 
the date completed, the length of the tronch and the name of 
the inspector. 

Other corporation inspectors are assigned to maintenance Corporation inapect- 
and repair work. Each 'day they obtain from the office of the °" ^^ repair wor . 
corporation to whose payroll they are attached a list of open- 
ings to be made in their district. They are supposed to inspect 
all openings and submit data relating thereto on a weekly re- 
port. The inspection of the opening and entry on thef report is 
supposed to be made daily until the cut is closed. The report 
gives the name of the street, the location of the opening and 
approximate size of the cut, the kind of pavement and the date 
of inspection. ^ 

Iiupection of Repairs made to Structure and Pavement by Street 
Railroad Companies 

The various railroad companies receive what are known as Application for 
blanket or yearly permits, which give them the right to make ^™" ' 
small openings in the pavement; but for all openings over a 
block long application, accompanied by a blue print of the work 
to be done, is made for a special permit The application is re- 
ferred by the chief engineer to the assistant engineer in charge 
of this class of inspection, for report as to the advisability of 
issuing the permit. If the report is favorable the permit is 
issued and entered in the record entitled " Xew pavement cuts." 
This record is described under the section headed " general." 
The assistant engineer obtains from this record the location of 
all permits relating to his duties, inspects the repairs while in 
progress and supervises the restoration of the pavement, after 
the track work has been completed in accordance with the re- 
quirements of the specifications of the maintenance contract 

covering the street upon which the work is done. The corpora- Repairs eupervised 
^. . ^ . i.^-i' 1 jxij*.^- J? by aasistant engineer 

tion mspectors assigned to this work are under the direction of ^h^ directs the cor- 

the assistant engineer who designates certain territories which poration inspectors, 
they are supposed to inspect daily in order to discover and 
report any defect in the track or pavement for which the com- 
pany is responsible. The coq^oration inspectors submit weekly Jior^^pMstore^'^*" 
reports of all construction work giving the location, the dates 
the work was commenced and completed, the number of feet of 



154 

trench excavated, the number of feet of track laid and the num- 
ber of feet of pavement restored. The report also shows any 
change in the regular car service caused by the construction 
work and the method temporarily employed to take care of the 
traffic and includes a diagram of the line of work. It Ib stated 
that no use ia made of the reports and that they are merely filed 
for possible future reference. 

The assistant engineer by personal inspection aficertaina 
what track work or various special structures are defective or 
ill dangerous condition. The defects are reported by him to the 
chief engineer, and entered in the complaint book deecribed 
under the section headed "general." Notice of the condition 
is sent to the railroad company on a regular printed form which 
states the location of the work and requests the necessary repairs 
to be made immediately, and the notice to be returned with 
the date of the completion of the repairs. If the company does 
not respond to this notice within a reasonable length of time, 
usually limited to about a week, the assistant engineer sends a 
second notice on the same form marked " second notice, imme- 
diate attention requeated." If the company again fails to re- 
spond, an effort is made by means of telephone communicaticm 
with the engineer of maintenance of the railroad to secure 
proper attention for the matter. If the company still continues 
to ignore tlie condition, a report is made to the chief engineer of 
the bureau calling his attention to the matter. 

Tlie t'uginoers of the various railroad companies submit a 
weekly statement of all openings made by the companies under 
blanket permits. These reports are columnar ruled, with 
printed headings covering the following information: 

Highway 

Date oijencd 

Side of highway 

I»eati()ii, referred to track 

beginning and end of oi>ening 

House number 

Puq)Ose of opening 

Size of opening 

Kind of pavement relaid 



/ 
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Qi- Ispection of Repairs to Pavement and Sidewalks Made Necessary by 

ly Subway Construction or Maintenance 

n Ins])ection work of this character is attended to by a general ^y mUtwi!^^ 

e inspector, and relates only to the disturbance of pavements or construction. 

1 ' sidewalks under permits issued by the public service com- 

I mission. It includes such work as the construction of the new 

terminal of the Xew York Central & Hudson River Eailroad, 
the new subway loop connecting the Brooklyn and Williams- 
burgh bridges, and current repair work in connection with the 
present subways. 

A notification in the form of a letter is sent to the general Notice of issue of 

- - pennit transmitted 

inspector by the chief engineer, enclosing a letter received from to inspector who re- 

the engineer of the public service commission, informing the po^s o» conditions, 
bureau of highways of the issuance of a permit to a specified 
contractor for the ojx>ning of a street or sidewalk for the pur^ 
poses stated above. Upon receipt of this letter, the genefral in- 
spector visits the location where the opening is to be made, and 
inspects the condition of the pavement, etc., making detailed 
notes thereof on a special form entitled " report on condition 
of pavements prior to openings made for various purposes con- 
nected with rapid transit railroads.'' This report states the 
location of the contemplated opening, the character of pavement, 
the name of the contractor to whom the permit is issued, the 
purpose of the opening, the date the opening is to be made, the 
date of the inspection, and, under the heading " report as to 
condition,'' space is left for detailed notes. The assistant engi- 
neer of the public service commission in charge of repair work 
further notifies the general insjx^ctor infonnally by letter of the 
intention of the contractor to open the street upon a certain date. 

The general inspector states that he inspects the openings Inspection of open- 
daily to prevent the contractors exceeding the size of the open- 
ing allowed by permit, and to see that he complies with all 
other conditions of the permit. The general inspector also 
state?* that whenever possible during the restoration of the pave- 
ment, he is present to insure compliance with the standard re- 
quirements of the bureau as to the character of the pavement 
laid. Notation of the condition of the pavement after restora- 



156 

tion is made on the fomi above referred to. Three copies of 
this report are inailo. The original is sent to the chief engineer 
of tile public service commission, the duplicate retained by the 
chief t'ligincLT of the bnrcau of highways, and the triplicate 
file<l bv the ^'neral inspector. This form is not used in cases 
where there is only one opening for a specified piece of work, 
the nolation of ihe condition of the pavement, both before and 
after the work is performed, being made upon the letter re- 
ceived from the chief engineer of highways. In these latter 
cases the general inspector submits his report in the form of a 
letter. 



General 

Under this heading will be described the functions and 
operations related to several or all of the major functions of the 
bnrcau and therefore not specifically treated in any of the 
foregoing sections. .The matters classified as " general " are 
as follows : 

Obemical tests 
Cement tests 

Drafting and computing room 
llap room records 

Records of complaints received relative to pavement con- 
ditions for which service corporations are re- 
sponsible 
Issuance of jwniiits to se^^■ice corporations 
Issuance of permits for construction of and repair to 

vaults 
Issuance of pennits for erection of guy posts and banner 

poles 
Issuance of permits for placing tar kettles and boilers 
Inspection of gutter bridges 
Miscellaneous carpentry repairs 



Chemical Tests 
All k;.i.i,.« 
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they propose to use on the work, in order that tests may be made 
by the chemical laboratory. From time to time during the 
progress of the work, an inspector of complaints assigned to the 
cSiemical laboratory obtains samples of these materials from 
the plants of the various contractors and from the deliveries 
made on the work. The samplefs are analyzed and tested by the 
chemist in charge of the laboratory who reports the result of his 
analysis to the chief engineer. Special printed forms providing 
for the entry of full technical information are used for these 
reports. The forms are of three kinds, as follows : 

Report on asphalt wearing surface 
Report on asphalt block pavement 
Report on wood block pavement 

In addition to these regular tests and reports the chemist in Special peaearch. 
charge of the laboratory does considerable research work in the 
line of investigating the properties of certain ingredients used in 
different classes of paving work. Small memorandum books are 
used to record the details of this analytical work and from time 
to time special typewritten reports are submitted to the chief 
engineer showing thef results thereof. 

Cement Tests 

The inspector of complaints detailed to collect .samples of Procedure in eam- 

, . piing and testing. 

materials for the chemical laboratory also collects samples of 
cement which a contractor proposes to use in the concrete foun- 
dation for the various kinds of pavement. These latter samples 
the collector takes to the cement laboratory and on an ordinary 
letter head which he leaves with the inspector of masonry in 
charge of the laboratory, he notes the contract delivery from 
which the sample was taken. These memoranda are numbered 
serially and entered in a bound book marked " Cement tests," 
which also contains the record of the tests made of samples 
collected from sewer construction work. This book is columnar 
ruled and provides for the entry of the following information: 

Date — in this column is also included the number placed 
upon slip 
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Protedure in inn- 
pliog and Mating. 



tioii is made on the form above referred to. Three copies of 
this report are made. The original is sent to the chief engineer 
of the public service commissioD, the duplicate retained hy the 
chief enpiiiccr of the bureau of highways, and the triplicate 
filed In- the giueral inspector. This form is not used in cases 
where there is onlv one opening for a specified piece of work, 
the notation of the condition of the pavement, both before and 
after the work is performed, being made upon the letter re- 
ceived from the chief engineer of highways. In these latter 
ca.-'es the general inspector submits his rejwrt in the fonn of a 
letter. 
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Under this heading will be described the functi' 
operations related to several or all of the major functia. * 
bureau and therefore not specifically treated in -^ <S 
foregoing sections. .The matters classifi.'d as '" Px.'^. "^ 
as follows: 
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tion is made on the form above referred to. Three copies of 
this repori arc made. The {)riginal is sent to the chief engineer 
of the public serviee commiasioii, the duplicate retained by the 
chief engineer of ihe bureau of highways, and the triplicate 
filwl hv the fTcneral inspector. This form is not used in casea 
where then' is only one opening for a specified piece of work, 
(he notation uf the condition of Ihe pavement, both before snd 
after the work i.f performed, being made upon the letter re- ^ 

ceivtnl fnini the chief engineer of highways. In these latter ^ 
eases the general inspector submits his report in the fomi of a , '^ 
letter. ^ "^ 

.- -^^'■ 
General ^ -^ ^^ ^ 

Under this headiug will be described the functi' "^ o, '^ '" 
operations related to several or all of the major functJa. * •*■, ■^^ 
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Issuance of Permits for Construction of and Repair to Vaults 

Permita and rates The codef of ordinances of the city of ^ New York provides 

for vault construe- . 

tion. for the issuance of permits, under the jurisdiction of the bor- 

ough president, for the construction of vaults at a rate not less 
than $.30 nor more than $2 per square foot of ground required 
for such vault, the schedule of rates to be fixed by, the borough 
president. The rates charged in the borough of Manhattan 
ranging from $1 to $2 a square foot were fixed eight years ago 
but at any time are subject to change by the borough president. 

Prooe^re in ^uing Applications made by builders, contractors, owners, etc., 

for permission to construct vaults are referred to the ofiioe of 
the superintendent of highways. A plan or sketch of the pro- 
posed vault showing the area to be occupied must be submitted 
with the application. The computation of the area is checked 
by the clerk in charge of the issuance of vault permits in the 
office of the superintendent of highways. A permit is prepared 
at the rate fixed for the district within the boundaries of which 
the proposed vault is to be constructed, and upon receipt 
of the fee, the permit is signed by the superintendent of high- 
ways or by the clerk in charge of the issuance of the permits, 
and both permit and fee are sent by messenger to the commis- 
sioner of public works for his signature. They are then taken 
to the cashiers' office where the fee is retained. The permit is 
signed by the cashier and returned by the messenger to the 
office of the superintendent of highways for delivery to the ap- 
plicant 

Cash book and re- A cash book containing a record of all fees received from 

. * the issuance of vault permits is maintained in the office of the 

superintendent of highways. The book is columnar ruled and 
provides for the entry of the following information : 

Date received 

Name of depositor 

Numfber of permit 

Amount 

Date turned over to cashier 
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9. Kind of old pavement replaced 

10. New curbing laid — in feet 

11. Old curb relaid — ^in feet 

12. Yardage 

13. Contractor 

The information shown in columns 1 to 4 and 9 to 13 in- 
clusive is entered from the final certificates submitted by the city 
surveyors for the assessment work and by the? engineers of the 
bureau for the corporate stock work. The information con- 
tained in columns 5 to 12 inclusive is entered from the contract 
book maintained in the office of the acting chief clerk of the 
superintendent of highways. 

In addition to the woit described under assessment and Jj^^^J^^'^ ^ 
corporate stock headings as being done by the drafting force, 
special maps are required at various times on account of change 
of grade, widening of roadway, accidents due to poor pavement, 
etc. These maps are prepared from information submitted by 
the field iorce. 

Wall maps are maintained in several of the offices of the 
bureau, which show the entire borough with the kind of pave- 
ment laid in each street. These maps are kept up to date by 
the drafting force. 

Map Room and Records 

Upon the completion of a contract for the construction of ^'^^8 »»<* indexing 
original pavement, the chief engineer, through the chief clerk^ 
transmits all maps prepared by the city surveyors to the map 
rooms for filing. Upon receipt of a map the leveler in charge 
of the map room enters it on a memorandum list, maintained 
on a sheet of paper, and gives the map the next consecutive 
number appearing on this list. For each map on file in the 
room a small index card is made out, and filed alphabetically 
or numorically according to tho st roots and avoniios. Tho card 
shows tho name of the street and portion covered by the map, 
tho oharactor of the work, such as repaving, flagging, fencing, 
regulating, grading, etc., the date the map is filed, the reference 
number placed upon the map, the number of the shelf on which 
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Receipta for maps 
issued. 



Index for other 
records. 



Insunmoe maps. 



Record of com- 
plaints. 



the map is filed, and under '^ remarks/' tlicf name of the sur- 
veyor who prepared the map. The sheet upon which entry is 
first made, besides supplying the consecutive number, serves 
as a duplicate record of the map number in case the card is 
lost. 

An ordinary blank receipt book with a stub is used when 
maps are given out for any purpose. A receipt for the map 
is filled out by the leveler in charge of the room, and signed by 
the party receiving the map, entry being made upon the stub 
of the date, number of map, to whom delivered, etc. Upon 
the return of the map the receipt is detached and destroyed. 

The map room is also the depository for certain filed reoordft, 
such as letter books, bookkeepers' records, etc For each class 
of record a sheet is maintained, showing the dates covered by 
the records, and the name of the special branch of the bureau 
of highways from which the record is received. Each record 
is marked with a consecutive number which is also entered on 
the sheets referred to, the intention being eventually to place all 
such information upon index cards similar to those maintained 
for the maps. 

Large insurance maps corrected currently by a map com- 
pany are maintained in this office for the use of the bureau in 
determining house numbers. They are also used to answer in- 
quiries from citizens as well as from employees of the bureau 
as to numbers assigned to vacant property. 

Record of Complaints Received Relative to Pavement Conditions for 
Which Service Corporations are Responsible 

All complaints received by telephone, letter or personal call 
from citizens, companies or inspectors in the employ of the 
city, relative to the condition of pavements for whidi a service 
corporation is responsible, are entered in a " Complaint record." 
The following information is given : 

Date received 

Location 

Condition 
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Complainant 
Inspector assigned 
Company responsible 
Date of notice 
Date repaired 

The date of notice is entered when a regular printed form 
is sent to the company notifying it of conditions for which it 
is responsible, and directing it to make repairs at once. Upon 
completion of the work the company returns the notice to the 
bureau, where entry is made of the date of repair. This record 
is indexed by streets and avenues. 

Issuance of Permits to Service Corporations 

The records maintained by the permit clerk attached to the Oamu of pennita 
office of the chief engineer apply only to permits issued to 
service corporations for openings in all kinds of pavement. The 
regular permits to make openings are divided into three classes: 
first, for service connections and repairs ; second, for the laying 
of electric mains ; and third, for the laying of all other mains 
and any kind of work not included in the first two classes. For 
each of these classes a permit book, consisting of permit and 
stub, is kept. No charge is made for any of these permits. 

All permits issued for openings in new pavements are Record of new 

1 • 1 • 1 1 f ' -KT 99 mi pavement cuts. 

entered in a record entitled -New pavement cuts. Ihe term 
'^ new pavement ' 'includes asphalt, asphalt block, wood block, 
and granite block laid on a concrete foundation. This record 
is a bound book columnar ruled, and provides for the following 
information: 

Date of permit 

Location 

Purpose 

Company 

Kind of pavement 

Date of order 

Size of cut 

Date of restoration 
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The " date of order/' " size of cut " and " date of restora- 
tion " are all entered from reports received weekly from the 
corporations. The book is arranged alphabetically, the num- 
bered streets and avenues being placed under the proper letter. 

When the pavement disturbed by an opening made by a 
service corporation in asphalt or wood block, is ready for 
restoration, the corporation sends a restoration order to the 
paving company maintaining the street, and transmits a dupli- 
cate to the bureau of highways for its information^ The asphalt 
company, upon completing the repair, bills the service corpora- 
tion directly. All openings made by the corporations in. granite 
block pavement on a concrete foundation and involving the 
restoration of less than ten square yards of pavement are re- 
paired by the department gangs upon restoration orders received 
from the companies. The procedure in connection therewith 
is described under the section headed '' maintenance of stone 
block pavement.'' All pavement disturbed by openings of more 
than ten square yards is restored by the corporations vdth their 
own repair gangs. All openings of any size in any other kind 
of stone block pavement or in macadam road are repaired by 
the repair gangs of the corporations. 

Permits issued for openings in old pavement are entered 
in a record entitled " Old pavement." This term comprises all 
kinds except those listed above as " new pavement" This 
record is a bound book, alphabetically arranged, and is ruled 
for columns with these headings: 

Date of permit 
Location 
Company 
Purpose 

Special police permits, numbered serially, are issued to the 
service corporations in small quantities. When pven out they 
are entered in numerical order in a bound blank book which 
is columnar ruled, with headings inserted to cover the following 
information: 
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Date iseued 

Number 

Company 

Date returned to bureau 

These permits are for emergency openings made between the 
hours of 4 P. M. and 9 A. M. and are countersigned by the 
policeman on post. After the completion of the work theee 
police permits are returned to the bureau of highways and 
entered in the same records as the regular permits, after which 
they are filed. 

All companies are required to submit weekly reports of open- Weekly reporu by 
ings made by them. These reports are columnar ruled and pro- openin^i. 
vide for the entry of the following information: 

Name of street 

Date opening was made 

Side of highway 

Location with reference to track 

Beginning and end of opening 

House number 

Purpose of opening 

Size of opening 

Kind of pavement relaid 

These reports are entered in specially ruled books, entitled 
" Record of street openings," a separate book being maintained 
for the entry of the reports of each service corporation. The 
book is columnar ruled and covers the following information: 

Date of opening 

Location 

Company 

Purpose 

Distance from curb 

Size of cut 

Kind of pavement 

Each record is indefxed by streets and avenues. There are 
9 of these records maintained to record openings reported, 
which approximate about 28,000 per year. 



164 

Issuance of Permits for Construction of and Repair to Vaults 

Permita and rates Xhe codef of ordinances of the city of" New York provides 

for vault construe- j. , . « . , . . 

tion. for the issuance of permits, under the jurisdiction of the bor- 

ough president, for the construction of vaults at a rate not less 
than $.30 nor more than $2 per square foot of ground required 
for such vault, the schedule of rates to be fixed by .the borough 
president The rates charged in the borough of Manhattan 
ranging from $1 to $2 a square foot were fixed eight years ago 
but at any time are subject to change by the borough president 

Prooedkire m >^i^8 Applications made by builders, contractors, owners, eta, 

for permission to construct vaults are referred to the ofiice of 
the superintendent of highways. A plan or sketch of the pro- 
posed vault showing the area to be occupied must be submitted 
with the application. The computation of the area is checked 
by the clerk in charge of the issuance of vault permits in the 
office of the superintendent of highways. A permit is prepared 
at the rate fixed for the district within the boundaries of which 
the proposed vault is to be constructed, and upon receipt 
of the fee, the permit is signed by the superintendent of high- 
ways or by the clerk in charge of the issuance of the permits, 
and 'both permit and fee are sent by messenger to the commis- 
sioner of public works for his signature. They are then taken 
to the cashiers' office where the fee is retained. The permit is 
signed by the cashier and returned by the messenger to the 
office of the superintendent of highways for delivery to the ap- 
plicant 

Cash book and re- A cash book containing a record of all fees received from 



oeipts. 



the issuance of vault permits is maintained in the office of the 
superintendent of highways. The book is columnar ruled and 
provides for the entry of the following information : 

Date received 

Name of depositor 

Numfber of permit 

Amount 

Date turned over to cashier 
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A receipt in a small bound receipt book is signed weekly 
by the cashier for all moneys received by him during the week 
for the issuance of vault permits. The amount should agree 
with the weekly total of the cash book above described. 

After the vault is completed, the ownef or contractor is com- Surveyor'a oertifi- 

. . . cat©. 

pelled by a provision of the city ordinances to employ a city sur- 
veyor, who fills out and submits to the owner or contractor a 
certificate on a r^ular printed form supplied by the bureau of 
highways where it is eventually filed. This certificate gives the 
location of the vault and states the number of square feet which 
the vault actually occupies. 

Permits for which no charge is made are issued for repairs R*?*"' pennita. 
to vaults. Such permits are not issued unless there exists a 
record of payment made for the issuance of the original permit 
to construct the vault Notation of the date of the original 
permit issued for the construction of the vault is made upon 
the back of each permit issued for repairs to vaults. 

Permits bear the same serial numbers as the bound stubs 
to which they are attached. Separate books are maintained for 
construction and repair permits. When issued, the permits are 
torn out of the book and full particulars entered on the stubs, 
the latter being kept on file for reference in the office of the 
superintendent of highways. 

A small card for each permit is prepared as soon as possible Record of ooDstruc- 
after the issuance of the permit. The information co];Ltained on mits. 
these cards is as follows : 

Location — street and number 

Permit number 

Date issued 

Dimensions 

Total square feet paid for 

Price per square foot 

Amount paid 

Name of owner 

Name of applicant 

Name of surveyor 

Bemarks 
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The cards are filed alphabetically and numerically by streets 
and avenues for use as an index for obtaining quick informa- 
tion. 

The borough of Manhattan is divided into four districts, 

each of which is covered by an inspector of vaults. Each 

morning these inspectors examine the permit books to ascertain 

each for his own district the location of all permits issued 

during the previous day. They take notice of the location of 

the work, size of vault for which the permit has been issued, 

etc., and during the day visit the location to see that the con- 

IhtoM of inspectors struction of the vault conforms with the permit. It is their 
of TsnIiSw ... .... 

duty to visit all buildings in their district which are in course 

of construction or alteration for the purpose of ascertaining, if 
a vault is under construction, whether a permit for it has been 
obtained. If a case is foimd in which a vault is being con- 
structed without a permit the contractor or owner is notified 
to apply for one and the patrolman on post is instructed to 
prohibit the work until the permit is obtained. In some in- 
stances it is necessary for the inspector to request at the station 
house of the precinct that a patrolman be detailed to prevent 
the continuance of the work until a permit is issued. Veri>al 
K*ports of all attempts to evade the chaige for the permit are 
made to the clerk in chanre of the issuance of such permits in 
the oflico of the superintendent of highways. In such cases, if 
the vault is completed, the clerk requests the chief engineer to 
assign an engineer to measure the vault and compute the area 
occupied. The matter is then placed in the hands of the cor- 
poration counsel for his action. 

Issuance of Permits for Erection of Guy Posts and Banner Poles 

Apt4iosUoii siwi de- AppHo^itious fn>in in<livi<hials, cor]x>rations, etc., for per- 

poiiu (or pMiniU. . . ' ' , . . , . r ^x. ^f 

\\\\<>\i\\\ to uirtko o)M»nniir< lu in»' ]vn'fnu-nt for the pnrpase or 

onvting guy |><vit.< and banuor ]»U>ii are referred to the office 
of tl\o s\i)><M*iutont^Mi1 of bi«rh^^ ayjv. If the opening is to be made 
in n'iphnlt, nsj^halt bLvk or w.>.>l bWk pavemciit^ the appH- 
onnt uinv eitlu^r uiako arr:iup^ui*^nt5 diivctly with the paving 
<>>nu>iU»y (t\T tlh^ r«M,>ljuvmont of tho pavemonu if damaged, or 
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place a deposit with the bureau for an amount estimated to be 
sufficient to cover the cost of restoration. A flat charge of $-l:.50 
is made for each opening. Xo deposit is required for any pave- 
ment except the above, the repair gangs of the bureau restoring 
all other openings of this character without charge to the 
applicant. 

Permits bear the same serial numbers as the bound stubs 
to which they are attachcHl. When i?sue<l, the permits are torn 
out of the book and full particulars entered on the stubs, the 
latter being kept on file in the office of the superintendent of 
highways. 

The permit is prepared, signed by the superintendent of Procedure in iMoing 
highways and sent by messenger to the office of the commis- 
sioner of public works, where it is eithefr signed by him or 
stamped with his signature. If no deposit is required, the 
permit is immediately delivered to the applicant. If a deposit 
is required, the permit and money are sent to the cashier's 
office and the cashier prepares and signs a receipt for th0 deposit^ 
both permit and receipt being returned by the messenger to the 
office of the superintendent of highways for delivery to the 
applicant 

The procedure in connection with thef restoration of asphalt, Procedure in restor- 

. w^ pttvemenie de- 

asphalt block or wood block pavement, due to openings of the scribed Above. 

above classes, is described under the section headed " mainte- 
nance of asphalt, asphalt block and wood block pavement." 
The procedure relative to th^ restoration of such openings in 
stone block pavement is described under the section headed 
" maintenance of stone block pavement." 

An inspector of complaints, working under the fireneral super- iMpection of guy 

r X ^ ^ ' 1 r , ^ - , ^ . f poets and bMioer 

Vision oi the clerk m charge of the omce of the superintendent poles. 

of highways, is assigned to the inspection of all locations for 

which pennits have been issued for the erection of guy posts 

and banner poles. Each mominp: the inspe<'tor examines the 

permit book to ascertain the location of all permits issued 

during the previous day, and it is his duty to visit such locations 

to see that the terms of the permit are complied with. He also 



patrols the entire borough to see that no unauthorized openingB 
are made for the erection of giiy posts and banner poles. 

iMuance of Pennits for Pladng Tar Kettles and Boilers 

Applications from roofers for permission to place a kettle 
upm the street for the purpose of heating tar, and fpMn builder* 
or contractors for permission to place a stationary boiler upon 
the street for the purpose of hoisting building material for tbe 
ocMUtruction of a new building or for the purpose of eupplying 
steam to buildings where the boilers are being replaced, are 
referred to the office of the superintendent of highways. Xo 
chatge is made for such permits but if the location specified in 
the application is on an asphalt street, the applicant is required 
to file with his application the written permission of the asphalt 
company responsible for the maintenance of the street. 

Fermits bear the same serial numbers as the bound stubs 
to which they are attached. When issued the permits are torn 
out of the book and full particulars entered on the stubs, the 
latter being kept on file in the office of the superintendent of 
highways. The permit is prepared, signed by the superintend- 
ent of highways and sent by messenger to the office of the com- 
missioner of public works, where it is either signed by him or 
stamped with his signature. The permit is then delivered to 
the applicant. 

Two inspectors of complaints, under the general supen-ision 
of the dedc in charge of the office of the superintendent of high- 
ways, are afsigne<l to the locations for which permits have been 
issued for placing tar kettles aud boilers upon the pavement 
One inspector attends to all matters relating to tar kettlas and 
the other to boilers. Each morning these inspectors examine the 
pennit book to ascertain the location of permits affecting their 
work issued during the previous day, aud it is their duty to in- 
spect such locations to see that the terms of the permit are com- 
plied with, Tbcy arc also supposed to patrol the entire bornuj^ 
to see that no tar kettles or boilers have been plaoed upon the 
street without the necessary permit. 
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Iniqpectioii of Gutter Bridges 

Permits for gutter bridges are issued by the mayor's marshal 
for a period of one year An inspector of complaints, under the 
general supervision of the clerk in charge of the office of the 
superintendent of highways, is assigned to the inspection of 
gutter bridges. The inspector is supposed to patrol the entire 
borough to discover cases where permits for gutter bridges have 
expired. This he determines by requesting the production of 
the permit from the owner or occupant of the abutting prop- 
erty. If the permit proves to be expired the inspector has 
power only to demand that application for a new permit b^ 
made. 



Miscellaneous Carpentry 

A foreman with headquarters at the main office attends to 
carpentry repair work of all kinds. Acting under verbal in- 
structions from the clerk in charge of the office force of the su- 
perintendent of highways, he repairs the bridges over Park Ave- 
nue at 34th Street and 41st Street, the 155th Street and River- 
side Drive viaducts, also furniture at headquarters and attends 
to carpentry work required at the various corporation yards. If 
supplies are required, he makes a verbal request to the clerk 
from whom he receives his orders, who then has a requisition 
draviTi for the purchase of the necessary supplies. Occasionally 
small quantities of supplies are obtained from the carpenter 
shop under the jurisdiction of the bureau of public buildings 
and offices. He makes no reports except verbal ones to the clerk 
from whom he receives his assignments. 
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Bureau of Incumbrances 

The functions of the bureau of incumbrances are prin- 
cipally : 

Inspection of sidewalks to determine illegal incpm* 

branoes 
Kemoval of incumbrances 
Issuance of pennits . 

Inspection of Sidewalks to Determine Illegal Incumbrances 

Action taken by the bureau of incumbrances originates 
through: (1) reports prepared by inspectors of incumbrances 
while patrolling the section assigned to them; (2) communica- 
tions and telephone messages received from citizens, police, 
health and stre=ot cleaning departments. 

Upon receipt of complaints, the clerk in charge of the office 
prepares rough memoranda thereof, which subsequently are 
transcribed in the " Complaint register," which is columnar 
ruled and provides space for the following information: 

Date of complaint 

Xuml)er of complaint 

By whom made 

Residence 

Place of objitruction 

Kind of obstruction 

Kind of notice issued (not used) 

InsjKH?tor assigned 

Date of issue 

Date of service (notice) 

Dci^criptiou (not used) 

Remarks (^not used) 

This n^iristor is indoxod rtiVorvHiig to Lvation of obstruction 

Kuoh morning tho v^'n;p!aii'/> nwivid :hc previous day are 
di^trilMUr.l an\»'U,i: ilio iu-{Hv:.»r< "t i:;ou:iii»ranee5, according to 
Mvlion>v rjH>u nviioi v»f :!Kir ;l>^:ir:;:llcn:s the inspectors pro- 
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ceed to the various locations specified to inspect the obstruc- 
tions oonlplained of, and if the complaints are found to be 
justifiable, printed notices ordering the removal of the obstruc- 
tions are served at once upon the owners. 

There are two kinds of notices used by the inspectors : a Corporation notice. 
*' corporation notice," which rdjuests the owner to remove the 
obstruction from the sidewalk, stating that if said obstruction is 
not removed without further notice, it will be taken to the 
corporation yard ; and a " vault notice," requesting the owner 
of a vault to remove vault covers having smooth surfaces and Vault notice, 
substitute therefor covers having rough surfaces, the time given 
to make the change being twenty-four hours. The notice con- 
tains a statement to the eflFect that if the owner does not comply 
with the notice within twenty-four hours, a report will be made 
to the corporation counsel for prosecution according to law. 

Each inspector makes a daily report on a blank especially Daily report of in- 
provided for the purpose, which is turned in to the office of the 
superintendent each morning. The report contains a description 
of the location of the obstructions observed during the day and 
also the disposition made of complaints assigned to him in the 
morning. The disposition of the obstruction, whether it waa 
removed by the owner or by the incumbrance truck, is also 
noted. Each report is signed by the inspector who prepares it. 

In all instances where a complaint is received by telephone Second viait of in- 
or letter, the inspector visits the location and upon verifying "'^ 
the complaint leaves a notice of removal. It is necessary in 
cases of this kind for the inspector to visit such location a sec- 
ond time in order to see that the notice is complied with, or, if 
not complied with, to recommend the removal of the incum- 
brance to the corporation yard. Notices of removal are served 
immediately upon the owners of obstructions observed by the 
inspector while patrolling his district. 

Removal of Incumbrances 

From the inspectors' reports the clerk in charge of the office Sciiure of obetnic- 
ascertains which notices were not complied with and issues to 
the contractor who provides the incumbrance truck an order to 
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remove the obstructions. The foreman of seizures accompaziies 
the incumbrance truck on trips of this nature, having previously 
been given an order containing the location and descripticm of 
the obstruction to be seized, together with, the original report 
of the inspector. Upon arrival at the location indicated, should 
he find the obstruction removed, he makes a notation to that 
effect upon his order and proceeds to the next location. If the 
obstruction still remains, it is carted to the nearest corporation 
yard. The foreman of seizures reports the disposition whidi is 
made of the seizures on the original report of the inspector. 

?**^*t!?' S^*^ **" '^^^ keeper or foreman in charge of the corporation yard re- 
ceiving the incimibrances issues a receipt for the goods received 
to th€( driver of the incumbrance truck, who delivers the receipt 
to the clerk in charge of the office. The foreman of seizures 
likewise returns the original reports of the inspectors after 
having noted thereon the disposition of the articles. 

Recovery of eeiied Xo recover seized articles, the owner thereof is required to 

apply to the office of the superintendent of incumbrances to 
obtain an order for the release of the artides seized. Before 
this order is issued the owner is required to pay an amount 
supposed to represent the cost of removing the obstruction. 
Upon receipt of this amount an order is issued and addreesed 
to the ke^eper or foreman in charge of the corporation yard 
directing him to deliver to the party specified certain articles 
removed from a given location. Each order is dated and the 
amount received from the owner shown upon it, and is signed 
by the superintendent of incumbrances. A receipt for the 
money bearing the same number as the order issued on the 
keeper or foretnan of the corporation yard is issued to the 
owner. The order and receipt are attached in a bound hock 
containing a stub. Particulars of the order and the amount 
received are entered on the stub. 

Guh U)ok of re- j^ record of all cash received from owners of goods removed 

to corporation yards is maintained. It is known as the " Cash 
book of redemptions,'' is columnar ruled, and provides space 
for the following infonnatiozi: 
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Date received 
Description of article 
Location from which removed 
Truckman's charge 
Storage (not used) 
Amount received from owner 

Upon presentation of the order issued to the owner of the 
obstruction, the keeper or foreman in charge of the corporation 
yard delivers the articles to the bearer. 

All articles taken to the corporation yards which are not Auction of un- 
redeemed within thirty days are subject to sale at auction 
to the highest bidder. Sales for this purpose are held from time 
to time. A record of auction sales of seized articles is made in 
the " Removal of incumbrance register," which indicates the dis- 
position made of each article seized. 

Issuance of Permits 

Permits to obstruct streets and sidewalks temporarily are Pennito to incum- 

^ "^ bcr streeto or croas 

granted to owners or contractors. If an owner or contractor sidewalks with carts. 

desires to place building materials on the street or sidewalk, 
before being permitted legally to do so, he is required to secure 
a permit by which he may be allowed to incumber one third of 
the roadway for a distance specified in the permit Likewise, 
should an owner or contractor desire to have a truck or cart 
cross the side*walk or to build a temporary shed or roof extend- 
ing over the sidewalk, it is necessary for him to secure a per- 
mit. Permits of this character are issued by the permit clerk 
in the office of the superintendent of incumbrances. Special 
forms of permits are used, according to the nature of the re- 
quest. 

Should an inspector of incumbrances, while patrollinc: his iMpectors report 
i../»^i., 1. .-ii <■ , failures to produce 

district, find building material placed upon the street, temporary permita. 

sheds erected over sidewalks or sidewalks 'crossed by carts or 

trucks, it is his duty to request the owner or contractor to 

show his permit. If the latter has none, the inspector is re- Owner requested to 

quired to make a full report of the facts of the case upon his ^ ^™" 
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daily blank. It is the duty of the permit clerk to investigate 
each case of this nature reported, and to write to the owner or 
contractor requesting him to call to obtain a permit before con- 
tinuing to obstruct the streets in violation of law. 

There is no charge made for the issuance of permits to place 
building materials upon the streefts. The original permit is good 
for a period of 30 days. If an extension is desired at the ex* 
piration of that time, the permit clerk endorses the time of the 
extension upon the back of the permit. No extension ever ex- 
ceeds 30 days. 

No charge is made for the permit to cross sidewalks with 
carts or trucks. The original permit is good for 30 days and is 
extended from time to time by the permit clerk in the same 
manner as are permits for placing building materials upon the 
streets. 

A charge of five dollars is made for the issuance of each 
permit to erect and maintain a temporary roof or shed over 
the sidewalk during the construction, alteration or repairing of 
buildings. There is no time limit on these permits. 

Moneys received for the issuance of permits of this charac- 
ter arc entered in a cash book provided for the purpose. It is 
columnar rulefd and provides space for the following informa- 
tion: 

Date of permit 

Name of person to whom issued 

Location 

Amount received 

Weekly cash statements are prepared by the clerk in charge 
of the office, and are sent to the office of the cashier, accom- 
panied by the cash received. 

Deposits required to In cases of permits issued to place building materials upon 
to cross sidewalks, the street and to cross sidewalks, deposits are required from the 

applicants as a security for any damage resulting from the use 
of the pavement or sidewalk under the permit. The cash de- 
posited for security of this nature is received in the cashier's 
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office and permits are not issued by the bureau of incumbrances 
until the applicant presents the cashier's receipt showing that 
the money has been dejx)sited. 

A " Register of deposits " is maintained by the permit clerk, R«gi»tcr of deponta. 
and is columnar ruled, providing space for the following in- 
formation : 

Date of permit 
Number of permit 
To whom issued 
Location 

Amount of deposit 
Date refunded 

Miscellaneous Records 

The following records other than accounting records are 
maintained in the bureau of incumbrances : 

Bemoval of trees and posts register 
Hemoval of dirt, stone and rubbish register 
Bemoval of incumbrance register 
Register of endorsed letters 

Removal of Trees and Posts Register 

In this register is recorded all information relative to fallen A record of informa- 
trees, dangerous trees and stumps, complaints of which are re- en^ordangerous 
ceived through inspectors' reports, communications from the ^f®®"- 
police department, citizens, etc. It is columnar ruled and pro- 
vides space for the following information : 

Date of complaint or communication 

Description of incumbrance 

Location 

Date of ordcfr to incumbrance truckman to remove 

Date of removal reported by the incumbrance truckman 

Amount paid incumbrance truckman for removal 

The truckman is allowed $3.50 for the removal of each ob- 
struction of this character, and renders a monthly bill which is 
checked with this record. 
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.-, j.-JtLc and R«btai^ Register 

- ,-*-a :'or the purpose of recording particulars 
I .^is itfiuoved by the incumbrance truck to the 
-, yu.iii- [ilaces. It is written up frgm monthly 
' , <v :bt; incumbrance truckmen, all of the details 
■lil i>«ing recorded, A charge of $.55 per load 
lo incumbrance truckman and for any labor re- 
..i.i;f "f $2 per day for each man. 

. . . .j; oi Ini:uinbraiM;c Register 

' 'II-. ii<.'»iil is maintained for the purpose of recording 

, iil;u-i f'i all seizures made and delivered to the corpora- 

.. v.iKl.'t. Lt also contains particulars of the disposition 

■ .1 ,■ 111 till- svized articles. It is columnar ruled and provides 

i>„..' for ilic following information: 

Dale of removal 

Niimo of the incumbrance truckman who made the re- 
moval 
l,<N.'atiou of corporation yard 
Number of receipt issued hy keeper or foreman of the 

yard 
IWcription of the articles removed 
Location from which obstruction waa removed 
Amount paid to incumbrance truckman for removal 
Date of redemption or sale at auction 
Name of person redeeming article 
Notation that same was sold at auction 
Amount received from owner or through auction sales 

K«||iM«r of Endorsed Letters 

'I'liis register is maintained for the purpose of recording 

.1 ...1 — ..t !„>«».. .«,^;..«^ r^-. the office of the commissioner 

ictions. To each letter is at- 

heot bearing a specified num- 

ruled and provides space for 
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Date received 

Endorsed number 

Name of the writer 

Address 

Bemarks relative to disposition of obstruction 

Description of location 

Nature of obstruction 

Name of inspector to whom matter was referred 
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The local board also requires a rough map sjhowing the ^*,P?j^^ fiST*** 
area to be drained by the proposed sewer, which is prepared by 
the assistant engineer in charge of the draughting room. All 
of the property within the area to be drained is considered 
benefited, and the cost of the work is assessed upon such prop- 
erty. On the basis of this rough drainage map the assessed 
valuation of the projjerty within the area of assessment is 
obtained from the tax oiiice, the total assessed valuation being 
required by the board of estimate and apportionment as an 
indication of what 'the probable assessment rate will be, based 
upon the estimated cost furnished by the chief engineer. 

Upon the adc^ion of the resolution by the local board, a copy Action by the board 
is submitted to the board of estimate and apportionment. This portionment. 
latter body then, in its discretion, authorizes the president of the 
borough to prepare preliminary plans, specifications and esti- 
mates as to the cost of the proposed improvement, based upon an 
actual sun-ey. All expenses incurred subsequent to the date of 
the authorization from the board of estimate and apportionment 
are included as a part of the cost of the work and are assessed 
upon the property benefited. The notice of authorization by 
the board of estimate and apportionment is transmitted on a 
specially printed form and is dated and signed by the assistant 
secretary of the board of estimate and apportionment. 

An actual survey of the ground is made by the engineer- Survey and sewer 
iiig force, which prepares a profile of the street showing any 
obstructions, such as railroads and subways. The surveying 
data prepared by the field engineer and his assistants are entered 
in a field book, which is submitted to the chief engineer with 
a " return of survev " and a memorandum of such other in- 
formation as is ne<!essary to enable the drafting force to pre- 
pare a plan. The design of the sewer relating to the kind, 
size, shape and grade, is decided upon by the chief engineer. 
From the office map and information furnished by the field 
engineer through his field book and " return of survey " a 
contract plan is drawn up, showing the profile of the street 
and the proposed sewer, together with ftiU engineering data 
necesi^ary to be submitted to prospective bidders. 



180 



AaihoriBation to 
proceed. 



Preparing and 
letting the contract 



Appointment and 
duties of constru y- 
tion inspector. 



The board of estimate and apportionment, acting upon the 
information furnished by the borough president as to the 
probable cost, etc., and submitted in the form of a letter, author- 
izes the borough president to proceed with the construction of 
the sewer. This authorization is sent to the borough president 
on a specially printed form, consisting of a copy of the resolu- 
tion passed by the board of estimate and apportionment author- 
izing the construction of the sewer. 

Specifications and forms of contract are then drawn up by 
the principal assistant engineer and submitted to the corpora- 
tion counsel for approval as to form, after which the chief 
engineer transmits seven copies of the contract to the borough 
president, accompanied by a request that the work be adver- 
tised and the contract let through public bidding. The borough 
president has the advertisements prepared and transmitted to 
the City Record. Bids are received, and on the day specified 
are opened. Upon the opening of the bids, a bid sheet is pre- 
pared showing the names of the several bidders, the prices set 
and the lowest bidder. This bid sheet is sent to the chief engi- 
neer. If a contract is awarded, the comptroller is notified and 
the sureties of the successful bidder submitted to him for ap- 
proval. If sureties are approved, the contract is executed by the 
borough president and contractor and the original contract for- 
warded to the comptroller for certification. When certified by 
the comptroller the contract becomes valid and the borough 
president advises the chief engineer to that effect and requests 
him to notify the contractor of the date the work is to begin, 
this notificaticm IxM'ng in the form of a printed letter with the 
title of the contract, location, etc., filled in. This letter is signed 
by the chief ensrincer and approved by the superintendent of 
sowers, the commissioner of public works and the borough presi- 
dent. 

Immediately lieforf the work begins, the chief engineer re- 
quests the superintendent of sewers, on a form specially pro- 
vided for that purpose, to appoint a special inspector for assess- 
ment work to siijH^rvise the work, his torm of employment to 
begin at the time the work is started. Ui>on his app<^>intment 
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the inspector is furnished with a specially prepared form of 
report book, together with a plan of the sewer, and a copy of 
all the details necessary to supervise the work. The report book 
above referred to is in the form of a daily diary in which the 
inspector indicates the number of various mechanics, laborers, 
etc, on the job each day, the material delivered, particulars of 
materrial used, the progress of the work, etc., etc., and notes 
as to overtime and delays incurred. Upon the completion of 
the work the inspector's book is returned to the drafting room 
and his notations therrein as to house-connection spurs are 
plotted on the permit clerk's book to enable the latter to 
furnish plumbers the exact point at which house<*onnections 
shall be made. 

During the progress of the work the engineering field force ^^^^^f^^f^^ 
furnish the contractor with lines and gradefs. They also inspect payment. 
the progress of the work and the materials used, have tests of 
the cement made, and make measurements of the work done, 
for the purpose of preparing engineer's certificates for partial 
payments. When the total estimated cost of a contract amounts 
to more than $5,000, payments to the extent of 70% of the 
total amount are made, which are based upon the engineer's 
certificates referred to above. When the work is completed sat- 
isfactorily to the engineers, a final payment certificate is pre- 
pared, showing the total of air the items of work called for 
under the contract and the number of lincfal feet of sewer and 
culvert. Six months after the borough president's acceptance 
of the work, which is consequential to the approval of the chief 
engineer, an examination is made of the lines of the work to 
ascertain the condition of the pavement over the ?ewer and to 
determine whether the contractor is entitled to the amount re- 
tained as a guarantee to keep the pavement in good repair for 
a period of six months. If the condition of the pavement is 
found to be satisfactory, thef final payment certificate is signed 
by the chief engineer and the account thereby closed. 

Upon the completion of the sewer, the field engineer prepares Preparation of 
from notes taken during the progress of the work a sketch show- ment li«t. 
ing the numbe'r of feet of sewer built, with full details as to 




. .!.! .:t-, :'■.•. This sketch ia filed in the 
. ■ -. :^ii die record maps. The drafting 
. — jd i^^i^essment list in duplicate which 



ivc and inches 
. i^ii^^^sinunt 

. ■ -iiibiiiitted to the board of assessors. 

• lif duplicate assessment lists submitted, the 

^^ — .-^ ^ is also furnished with a duplicate set of 

^ III' property benefited by the improvement and 

■ ill tlie sewer is constructed. Accompanying the 

^^•^^^miit lists and maps sent to the board of assessors 

. ■, -.i^u\l by the commissioner of public works an<l 

■ I'rt'sidont and certified as to its clerical accuracy 

■ M-\ ili'rk. showing the lineal foot of sewer and cul- 
. .:iil'.'r of rivf'iving basing the quantity of foimda- 

V. i'rm-iiig and sheet piling used, and the number of 

. , ..> >.f wH-k oxeavatcd and removed. The cost of the 

., \ ;iiii;' and the miniber of days of inspector's time on 

. ^ ,111' also ."hiiwn. From this information the board of 

. . ,->'iiipHles the amount to he assessed upon each piece 

^^st-,-**!* Stock Work 

I III' (-.Ht itf reconstructing a sewer, corresponding in all 
,ii,ial dt'lails to tlie original sewer, or of the reconstructing 
.„.ii» luvritary Ihnuigh public improvements, such as ite re- 
■..iMiiii; of llu' Newer under llarginal Street, between 14th and 
' inl Sli'ei't«, dui> to llie Chelsea Dock improvement, is paid for 
■.\ ilti> I'ilv from the proceeds of the sale of long term bonds 
i^k\ipp»>rnti< Rliick). 
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For work of this character the petition from property own- 
era and the local board-action, required for assessment work, are 
not necessary. The procedure followed in making an actual 
survey, in preparing plans, and estimating the cost of the work, 
etc., is the same as described under assessment work, that in- 
formation being required by the board of estimate and appor- 
tionment before they authorize an issue of corporate stock for 
the reconstruction of a sewer. 

Cement Tests 

During the progress of construction and reconstruction work 
materials are delivered at points specified by the contractors. 
A considerable portion of the material used in building consists 
of cement. A cement laboratory is maintained for the purpose 
of testing all cement used in sewer construction. The labo- 
ratory is under the charge of an inspector of masonry. With 
the assistance of two attendants the inspector of masonry makes 
tests of samples of cement obtained from various deliveries on 
contracts. 

As each contract to construct or reconstruct a sewer is let Pro<»dupein 

1 • 1 1 11*1 wif^lfi"g tests. 

and notice to start work sent to the contractor, a clerk m the 
bookkeeping office verbally informs the inspector of masonry 
of that fact. For the purpose of collecting samples, two men 
with the title of assistant foreman, are assigned to the cement 
laboratory. Upon receiving notice of the commencement of 
each job, the inspector of masonry instructs the two assistant 
foremen to visit daily the work under each contract until the 
cement to be used on that work is delivered. This is done?, it 
is claimed, in order to obtain samples as soon after the delivery 
as possible, because considerable delay in locating a man to 
send for th(» samples would result, should they wait until the 
inspector of construction on the job notified the laboratory 
of the delivery of the cement. The collectors report at the 
laboratory each morning, receive instructions and proceed to 
make their rounds. They return to the laboratory several times 
during the day to deliver the samples collected, and are also 
required to report again at night. 
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Record of cement 
tests. 



Action on tests. 



The assistant foreman assigned to the collection of these 
samples carries printed memorandum slips which are drawn 
to show : 

Date 

IS'ame of the sewer, i. e., location 

ITame of cement 

Number of barrels 

Name of inspector 

Address of inspector 

These memorandum slips are given to the inspectors of con- 
struction on the work, who fill them out when samples of ce- 
ment are obtained by the collector. The samples are brought 
back to the laboratory and delivered to the inspector of masonry 
with tfie memorandum slip, which has been signed by the col- 
lector. Upon receipt of these slips the inspector of masonry 
numbers them serially and enters the particulars shown thereon 
in a bound book known as " Cement tests." This book is col- 
umnar ruled and contains space for the following information : 

Date (in this column is also entered the slip number) 

Name of cement (in this column is also entered the num- 
ber of barrels of th^ particular delivery from which 
the sample is taken 

Location of work 

Time in air 

Time immersed 

Tensile strength 

Fineness 

Bemarks 

A ^' 24r-hour test" and a " 7-dav test" are made of all 
samples collected. It is stated that the cement is not used until 
a report is received by the inspector of construction on the work 
after the " 24-hour test " has been completed. If thef tests in- 
dicate that the cement fulfills specifications, the form of noti- 
fication to the inspector on the work is filled out, advising that 
the cement may be used as delivered. This notification is signed 
by the chief engineer of sewers. If the test shows that tha 
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cement is not in accordance with the specifications, a notifica- 
tion is filled out and sent to the inspector on the work, stating 
that the cement deliveired " must be immediately removed from 
the work and other cement furnished that will stand the test 
required." This notice is signed by the chief engineer of 
sewers and sent to the inspector who informs the contractor 
that he must replace the entire delivery from which the samples 
were taken with a cement that will stand the required test. 

Maintenance — ^Cleaning 

The pipe and brick sewers, sewer basins, etc. are cleaned 
by gangs especially organized for that purpose. These gangs 
pay special attention to complaints, cleaning the sewers or basins 
complained of first, and then cleaning such other sewers or 
basins as are assigned to them by the general foreman. There 
are three classes of gangs : 

Pipe sewer cleaning gangs 
Brick sewer cleaning gangs 
Basin cleaning gangs 

The procedure followed by each is practically the same, and 
the following description of the work applies to all. 

Complaints are received at a branch office of the bureau of Procedure, 
sewers maintained at 153 Lafayette Street, as well as at the 
main office. All the complaints are handled and the gangs di- 
rected as to their work from the branch office at 153 Lafayette 
Street. A messenger is sent to the main office from the branch 
office at noon each day with a complaint book maintained by 
the general foreman in charge of the branch office. A clerk 
assigned to that work in the bureau of sewers enters in this book 
particulars of all complaints received at the main office since 
noon of the preceding day. The messenger then returns to the 
branch office with this book and the slips filled out at the 
main office covering complaints relative to the cleaning of 
sewers. In the event of emergency calls, which require imme- 
diate attention on the part of one of the cleaning gangs, being 
made at the main office, the branch office is notified over the tele- 
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Complaint book, 
branch office. 



Foreman^B 
complaint book. 



Foramen's reporta. 



phone immediately, the entry in the complaint book being made 
upon the next visit of the mesaenger. The complaint book is 
columnar ruled and provides space for the following informa- 
tion: 

Date 

Number of complaint 

Location 

Cause for complaint 

Name of foreman 

Work done, i. e., disposition of complaint 

Date attended to 

The entries in the last three columns are made upon the 
return of a report by the foreman of the gang assigned to do 
the necessary cleaning. Another complaint book maintained 
by the general foreman of the branch office contains a record 
of reports turned in by employees of the department in ref- 
erence to sewer conditions which require attention. Entries 
are also made in this book of complaints telephoned to the 
branch office by citizens. This complaint book is ruled so as 
to provide space for the following information : 

Date 

Name of foreman 

Location 

Description of work needed 

Date attended to ' 

Foreman attending to same 

The foremen of the gangs report at the branch office at 
11:30 A. M. each day. The general foreman in charge assigns 
certain work to them, which assignment is intended to keep the 
gang busy until the same time the next day, when each fore- 
man reports upon the work completed by his gang. The gangs 
begin work at 8 o'clock each morning. Each day when the 
foremen report at the branch office they submit time slips for 
their gangs, giving the names and hours at which each man 
arrives and departs. 

Each foreman in charge of a sewer basin cleaning gang 
fills out a form of weekly report, showing the total number of 
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basins cleaned by his gang during the week, in addition to the 
following particulars: 

Date 

Comer 

Location 

If umber of loads 

Bemarks 

In the " remarks " column is indicated the street cleaning de- 
partment dump at which the carts are unloaded. 

The? particulars of these weekly reports are copied in a Record of 
" Record of basins cleaned ledger " ruled to provide space for 
the following information: 

Dat^ 

Location and character of work 
Name of foreman 

The reports are also entered in a " Record of basins 
cleaned " which is used as an index and ready reference book. 
This book is arranged by streets and avenues. Under the 
heading of each avenue is a subdivision showing the street, and 
a further subdivision showing the four comers thereof and the 
dates on which any catch-basins located on those comers are 
clcfaned. 

The foremen give to their drivers a printed ticket for each Control of load* 
cart load of dirt, which ticket is delivered to the person in 
charge of the street cleaning department dump at which the 
cart unloads. Gang foremen obtain these tickets from the 
general foreman in charge of the Lafayette Street branch of- 
fice. At irr^ular intervals the tickets delivered at the street 
cleaning department dumps are obtained from the street clean- 
ing department. They are then tabulated and chocked with 
the foremen's weekly reports as to the number of loads to have 
been dumped. These weekly reports are further verified by 
daily reports prepared by a sewer cleaner whose duty it is to 
visit the several dumps of the street cleaning department to 
ascertain the number of loads dumped each day by drivers em- 
ployed by the bureau of sewers. 



A " Location book " is kept by the general foreman in 
charge of the Lafayette Street branch office in which is entered 
the location of each gang for the afternoon and following morn- 
ing. 

Every Saturday the gang foremen turn in to the branch of- 
iife weekly time reports showing for each individual attached 
to their ganpt, the name, occupation, number of days employed 
and location of the work. These weekly time reports are 
signed by the foremen and sworn to before the general fore- 
man in charge of the Lafayette Street branch office, who is a 
commissioner of deeds. 

The foremen in charge of sewer cleaning gangs fill out a 
form of weekly reiK>rt giving the following information: 

Date 

I^ooation 

Si«e 

Feet 

Triads 

Where dumped 

A ^I'lmrale " lA>caliou b<x)k '' is maintained in which is 
entered the" particulars as to -vwers cleaned. In other respects 
the administration of s*>wit olcaiiiiisr inings is the same as that 
describe! alvive for si'wcr basin oleaning gangs. 

Maintenance — Repairs 

Kopairs to st'ttvrt' and sewer i asins are made by gangs 
form<Hl for that puriw^e and knowii as bricklayer's and mason's 
gangti. These g«ng$ an> under the sn|vn-ision of the general 
ins|yvlor, and rtwive onJers din\'Tly fr-mi iho foreman in 
eharpp of the Rivington Slnvi yanl, 

(Vmplaints rt-Utivo i<> broken s<>wers and sewer basins are 
^^voiv,^^ rithor dinvily at i1h> Rivineron Street yard or by 
tolophouo .«r un>>s<'iip>r t'n-ni ibo main ^l^-ix-. These cMuplaints 
aw made by privalo oi: irons, ibe j^^'iiv or foremen of the 
.■loauins gangs. If ibo i>Mr,p".iii:Ts enmo within the territory of 
tlio T;:!r«l Sirivl v.-»r.l. !b.\v an- ;.\i';.h ii.xl !.> the forwDan in 
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charge of that yard. Particulars of all complaints referring 
to broken sewers, basins, etc., received at the main office are? 
entered on complaint slips bv the clerk in that office and re- 
ferred to the general inspector for examination. Upon receipt Record of com- 
of telephone complaints from the main office, the foreman in 
charge of the' Rivington Street yard enters them in a complaint 
book columnar ruled, which provides space for the following 
information : 

Date 

Location 

Xature of complaint 

Answer to complaint (This column is filled in after com- 
plaint has received attention ; the name of the fore- 
man in charge of the repairs, the date, etc., is also 
entered in this column) 

^Vnother complaint book maintained by the foreman in ^^' ^^* 
charge of the Rivington Street yard is sent to the main office 
each day by messenger. The complaint clerk at the main of- 
lice enters in this book details of all the complaints received 
relating to repair of sewers and sewer basins received since 
the previous day. Although the particulars of the complaints 
entered in this book are previously telephoned to the foreman 
in charge of the Rivington Street yard, this book is maintained 
for the guidance of the foreman as well as to provide a means 
for advising the main office as to the disposition of complaints. 
This book is ruled to provide for the following information : 

Date and number 

Location 

Xature of complaint 

Report on complaint 

The information given in this last column is copied from the 
first described complaint book. 

A third complaint book is maintained by the foreman in No. III. 
charge of the Rivington Street yard and is in the form of 
a large blank book. All complaints received from the cleaning 
gangs relative to broken herring4>one bars, repairs required to 
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The memorandum is then returned to the general inspector and 
used by him as a basis for approving invoices, after which it is 
filed. In addition to the general inspector's approval, the basin 
foreman who inspects the repairs certifies the invoices upon 
being called to the main office by the general inspector to do so. 

Before the reconstruction of a sewer is begim, the repair 
gangs are required to examine the inside of the sewer and to 
report upon its condition, size, etc. 

S'wweraXe ^^ In the event of changes taking place, such as the removal 
removal of buildings, of a number of buildings to provide space for the terminal of 

a new bridge, the sewer connections with the buildings are 
" bricked-up." Work of this nature is inspectwl by fore- 
men in charge of repair gangs who report verbally or by means 
of rough memoranda to the foreman in charge of the Riving- 
ton Street yard as to whether the work has been donei prop- 
erly. The latter then reports the facts in the same manner to 
the general inspector, who, in turn, addresses a communication 
to the comptroller notifying him that the sewer connections 
have been sealed properly in accordance with the contract. This 
communication is not transmitted to the comptroller but is 
given to the contractor who does the work, who, when rendering 
his account to the comptroller for payment, uses it as a certifi- 
cation that the work has been done. 



Inspection of house 
connections. 



Special reports of 
general inspector. 



The foremen in charge of repair gangs also inspect the caj)- 
ping ()f house-connection spurs by contractors. In fact, all 
work done imder contract in connection with sewers, basins, 
culverts, etc., is inspected by foremen in charge of repair gangs 
who report to the general insj>ector through the foreman in 
charge of the Rivington Strwt yard. This inspection is neces- 
sary in order that the general inspwtor may have knowledgi^ 
of the facts necessary to certify properly that the work has 
l)een done. 

Complaints are fre(|uently referred by the chief enfirineer 
of the bureau of sewers to the general inspector, when they n»- 
(jiiire the latt(»r's personal examination of certain scvtions of 
the ?^ewer system, from which examination he prepares reports 
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and submits tlioin to the chief engineer. Any reports and data 
iiec^essary for use in defending suits brought against the city 
for damages caused by the '^ backing-up " of se\vers are also 
prepared by the general inspector and his repair gangs. 

Tools, boots, hose, etc. used by the repair and cleaning Control and issue 

1 • -^^ ' • 1 1 .1 'i- . of tools, etc. 

gangs are issued upon requisitions signed by the foreman m 

charge of the. repair or cleaning gang requiring them, and are 

kept in the personal custody of the foreman in charge of the 

Kivington Street yard. Kequisitions for supplies for repair 

gangs signed by the foreman in charge are in the form of 

rough memoranda. Kequisitions for supplies for cleaning gangs 

are signed by the general foreman. 

The foreman in charge of the Rivington Street yard is re- Records employed 

• I,-,. ^ ,. i.1. . 1 in custody and dis- 

sponsibie tor the issuance of supplies of this nature and ex- tribution of stores, 
ercises judgment with respect to the tilling of the requests, fre- 
quently refusing to fill the same on the ground that a dupli- 
cate of the supply called for has been issued only a short time 
previous. He maintains a memorandum book, giving the fore- 
men's names and a description and the date of delivery of sup- 
plies, and enters in red ink all supplies returned. Tools are 
always supposed to be returned or an explanation given by the 
foreman of his inability to do so. For the purpose of record- 
ing the particulars of rubber boots issued to various members 
of repair and cleaning gangs, a separate memorandum book 
is maintaineiL Entry is made therein of the name of the man 
receiving the boots, their size and the date of delivery. Entry 
is also made of the purchase of boots, stating the numlwr j)ur- 
ehased. The above mentioned memorandum records are not 
under control and are never verified bv an actual inventorv. 
Repairs to buckets, hose and tools are made by a man assigned 
to that work by the foreman in charge of the Rijington Street 
yard. 

Material used by the repair gangs in repairing sewers. Control of material 
basins, culverts, etc., such as brick, cement, pipe and fittings, "*® yrepairgangs. 
is kept in the Rivington Street and 123rd Street yards in care 
of storekeepers, with laborers as assistants. The storekeepers 
bear the title of foreman. The foremen in charge of repair , 
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Yards 

Geueral foreman ( me?s<>nger service) 
Boring gang 
Enginoers 
Alain oliiee 
Cfiuent gang^ 
Culvert* 
Ri'pair* anJ iwpi":i'ii"n 
Sewers 

Rolieved 

£xamine\I 

Yards 

Eaioi^'Ki'v- ir.tn 

|{riv-k:a\vrV ^-aiu- :.--i^iu.i :■■ .iraf:iiig r 



Rejiairs 



■ apivaring in these 
■'.'. i-T each week or 



■ ::i-iirral f'Teraan U 
.■ tu:i''..'_ve*~ engaged 
:..-k j-rvvide:! space 
:_.;-.ar ruled anil is 



N.V.... 
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extracts are made on payroll sheets which are sent to the main 
office and used there in making up the official payroll. 

It will he noted from the above that althouirh the work All recorda relating 
. ■ to cleaning and 

of cleaning and repairing sewers is carried on \mder two sepa- repair kept at 
rate heads, namely, the suj)erintendent of maintenance and the aye*^ ^-^e • 
general insi)ector, respectively, all of the records in connection 
therewith are maintained hy the general foreman attached to 
the branch office at Lafavette Street. 

Permits for Sewer Connections 

Permits to make sewer connections are issued to licensed Issued to licensed 
plumbers only, their licenses being issued by the examining 
board of plumbers after they have successfully passed an ex- 
amination. Licensed plumbers are required to file with the 
permit clerk each year a bond for $1,000 to secure the city 
against any damage arising through their work. Permits ar^^* 
not issued by the bureau of sewers nor the department of water 
supply, gas and electricity until this bond has been filed. 

Before accepting bonds for filing, the permit clerk ascer- ?!'*™^u!J?^' ^f *^ 
tains from the cashier's office whether the applicant is indebted 
to the city for the restoration of the pavement made necessary 
through the last opening made by him. There is the possibility 
that the amount deposited when the jiermit was obtained might 
have been insufficient to cover the cost of restoring the pave- 
ment disturbed. If the cashier's record indicates no indebted- 
ness, the permit clerk acce])ts the plumber's bonds and ob- 
tains his signature in the " Plumbers' signatures " book. This 
b(K)k is alphaU'tically arranged and provides for entering the 
following information: 

Xame (signature) 
X umber of license 
Place of business 

The permit clerk then assigns to the applicant a license num- License number 

assigned 
ber and enters it in the colunm provided for that purpose. The 

same number is always retained by the plumber from the filing 

of his first b<ui(l. The clerk then fills out a printed slip show- 



ing that tbe plumber has filed Lis bond for tbe year indicated. 
The license number and date of filing are inserted on this slip 
which is signed by the permit clerk and given to the applicant 
for filing with the department of water supply, gas and elec- 
tricity as evidence that his. bond has been deposited. 

Particulars of each l>ond arc entered in an alphaltetically 
arranged book bearing the title " Licensed plumbers." This 
book is columnar ruled and provides space for the folloiving 
information : 

N&me 

License number 

Year 

lionding company 

Date filed 

Remarks 

Whenever a plumber desires to open a street pavement f<)r 
the purpose of making sewer eonne'ctions with a house, he is 
required to prepare a request on a form provided for that pur- 
pose and to submit it to tbe permit clerk. The request is de- 
signed to give the following particulars; 

License number 

Date 

Business address of plumber 

Name of street 

Location of house 

Xnmber of n)>enings to be made 

Size of building 

Time of beginning work 

Time of ciiiiiplcting work, i. c., estimated number of 
days required 

Name of owner of house 

Plumber's signature 
ITpon receipt of these requests the permit clerk refers 1o 
maps which ho has un file in Iiis oflife. for tbe purpose of ob- 
taining information to enable him to inform the plumber as 
to the exact location of the spur nearest the point at which the 
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plumber desires to make the connection. Two si»ts of ina[)s are 
niaintaineil in the permit clerk's office for this ])urix)se. The 
first shows the depth below the street level, size and kind of 
sewer, also the distance from the bulkhead to the house line. 
The second set of ma]>s maintained is issued at different times 
by the Sanl)orn Map Co., showing all buildings, vacant lots, 
etc. Fj>on these maps the drafting force jdot all the sc»wers 
throughout the lK>rough, showing the distance of the spurs 
from the various manholes. 

Two kinds of permits are issued to plumbers, namely: Kind« of pennito. 

Permits to open sewers 
Permits to repair sewers 

Permits are bound and numbered serially. When issued, No charge made for 

' permits to repair 

they are torn out of the book and the particulars as to date, sewers, 
name of plumber, etc. written on the stub which l)ears a num- 
ber corresponding to the permit. Xo charge is made for per- 
mits to repair sew(»rs. The charge for re]>airs to oj>en sewers , 
is usually based up(m the rate of 8 mills per square foot of 
roofage area, the minimum charge being $10. 

In the case of office buildings the exact roofage an»a (when Charges for permito 

^ ^ ^ to open sewera. 

in excess of the minimum charged for) is computed from plan< 
of the building submittal by the applicant. In the case of 
apartment houses, for corner hou^'es 85% of the area of the lot 
occupied, and for other than comer apartment houst^s 70% of 
the area of the lot occupied is used as the basis for computing 
the charge for permits to open sewers. These percentages r?]>- 
resent the maximum area w^hich could be covered by apartment 
or tenement houses under the building laws, and hence repre- 
sent the maxinmm roofage area. 

In some' instances the chief engineer authorizes the issuance Special rates, 
of permits to make sewer connections at special rates. A rat? 
of 4 mills jK»r square foot of roofage area is charged for the 
ccmnection of drains from interior courts. A round sum is 
charged for the c<mnection of an extra drain, often require<l 
by cold storage* plants. This charg(» is bas<»<l upon an estimate 
of the excess drainage caused by the* business. For sewer con- 
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iUH*tionfl with the conduits of public service corporations and 
striH^t railway companies, a charge of $10 is made for each 
ot>n!iootion. Requests are occasionally received for permits to 
make sower connections for the purpose of piunping water from 
levels holow those of the sewer, such as the Pennsylvania Rail- 
road tunncK The chief engineer fixes the charge to be made 
for issuing pennits of that character. 

After determining the amount of the charge, if any, the 
jHTUut clerk takes the jiermit to the cashier's office where an- 
other [M^mit is issued to the plumlier, allowing him to open the 
strtvt pavement, for which an additional chai^ is made. The 
plumWr then pays to the cashier the amount of the? chaises and 
the permits an^ handtnl to him. 

Kutrie^^ are made from the stulis of the permit books by 
the jM^rmit clerk in a ** Permit leilger ** or index which contains 
a nx\>ril of all [permits issue*! and is divided according to strtets 
and Aveum^s^ There are two K>^>ks of This character; one for 
nvi^niing ]>artioulars of s^nvir opening jx^miits, and the other 
for T>\»rdiug }\arTioular> of jvnni:s i»ntnl for j<^wfr repairs. 
Tb«>^'' Kv^ks an^ c^^lumnar nilt-d and pn^vidi- space for the f««l- 
1 ow i"!\c i u ft ^^r. a t ion : 

Xuuilvr of permit 

IvtvaiJon 

Narao of fWTjrr 

If ,Ni X i:.t\»r,^>«:i.»ti i> nw.rlriv, ir* T^rCiru :<• a Tvmiii, the num- 
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. ' ^1 3 ■* ' . * I *• * if I 3« ** T> * • "^ ^'^ •• '•*. "^^ V I*" * ■ * *l»- <•-' ♦. 



> N ^'^^ • * " ■* * 

>». v» ft " ,» ' sv o ^ r '"^ ':.^. •^ '• : : : ^ -*'* •". T. » :r T'TiZi- 

•ft » ^ 'ft •'• •• •• ,<• ' «^^. «««'•*« • 



'• • 



». ■>- . 



« - • • 



V 



• fc • 



:• •• -^ i.z \ I -«*• 



201 

that the cuts are properly braced. After visiting all the loca- 
tions covered by the memoranda given to thetn by the permit 
clerk, the inspectors are required to patrol their districts look- 
ing for violations such as unauthorized openings in street pave- 
ments, apparently duplicating the work of the inspectors of the 
bureau of highways. They are supposed to be on duty from 9 
A. M. to 5 P. M. 

Upon the completion of the sewer connection or the repair. Report on comple- 
the inspector fills out a small slip used to indicate that the 
work is completed and the cut ready for repaving. This slip 
is ruled to provide space for the following information: 

Date of completion of work 
Permit number 
Plumber's name 
Location of premises 

A memorandum record of these slips is made by the per- Record of reporta. 
mit clerk in a small blank book, showing the date the slip is 
turned in by the inspector and the number of the permit. These 
are then transmitted to the cashier's office where a receipt for 
the same is made in the memorandum record book referred to. 

A record of inspector's returns is also maintained, which Record of work 

■^ '.111 ^^^^ under permit. 

contains a record of work done under permits issued for both 
sewer connections and sewer repairs. Particulars of sewer con- 
nections completed are entered in black ink and particulars 
of sewer repairs in red ink. This book is columnar ruled and 
provides for the following information: 

Number of permit 

Date 

Location 

Size of connection 

Name of plumber 

Number of houses connected 

Date of connection 

Size and kind of sewer 

Distance from manhole 

Condition of sewer 
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Complaints are recoivttl either in the form of telephone Complainta received 
,, , 1 • • r *.• 11 at main office, 

calls, letters or pergonal visits from citizens or plunuK»rs, or 

through other bureaus or city (U»j)artnients. If the complaint is 

in the form of a letter, it is usuallv received bv the clerk in the 

(office of the commissioner of public works, given a numlx*r, 

and referrwl bv him to the bureau of sewers for entrv in the 

ft ■ 

" Complaint book." After the complaint is investigated, the let- 
ter with a report thereon is returned to the chief clerk in the 
office of the commissioner of public works. A specially printed 
slip is used, on which are entered the particulars of all com- 
plaints received, and which provides space for the folloudng in- 
formation : 

Xumber 

Xature of complaint 

Received bv 

Time receiveil 

Complainant 

Date 
Referred to 

These slips are referred to either the superintendent of Procedure, 
maintenance or the general inspector, the former receiWng all 
slips relating to complaints regarding the cleaning of sewers and 
basins, while the latter receives those slips having to do with 
all kinds of repair work. After filling out the slips, one of 
the ck*rks enters particulars of all complaints in numerical 
order in the ** Complaint book.'' This book is columnar ruled 
and provides space for the following information : 

Date 

Location 

(\)mplaint 

Bv whom made 

Disposition 

Report 

Date attended to 

In addition to the entry in the " Complaint book " of par- Record of 
ticulars of complaints received, similar particulars are entered ^®™P*"^ • 
in the complaint books sent down from the branch office at 
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Lafayette Street and from the Rivington Street yard, referred 
to under " maintenance — cleaning " and " maintenance — re- 
pairs." From these two books entries are made in the last two 
columns in the '' Comjilaint book," namely, " report " and " date 
attended to." This information has been entered previously 
in these books by the general foreman and the foreman in charge 
of the Eivington Street yard respectively. 



Inspection of heads 
and covers 
furnished. 



Record of heads 
and covers. 



Iron Manhole Heads and Covers 

All contracts for the construction and reconstruction of 
sowers contain specifications requiring that cast iron manhole 
heads and covers of a certain specified design and weight be 
furnished, and that an identifying number be cast upon them. 

The manufacturer from whom the contractor orders the 
heads and covers obtains these identifying numbers from 
the main office. When the heads and covers are com- 
pleted, the manufacturer paints the weight upon them and 
notifies the main office that they are ready for inspection. 
An inspector is assigned to visit the foundry and to weigh and 
examine the heads and covers to see that they conform with 
the specifications. If they conform therewith the inspector 
fills out a certificate to that effect, showing their number and 
weight, the same details being written on the sheet attached 
to the certificate. He then transmits it through the main office 
to the inspector of construction on the work, \vho retains the 
certificate until the work is completed, when it is turned in 
to the main office together with his field book. The number 
of each manhole head and cover and the weight thereof as 
noted by the inspector of construction is always compared and 
checked with the corresponding informatii/U previously written 
on the certificate stub by the inspector who visits the foundry. 

A '^ Record of iron manhole heads and covers " is kept in 
the main office. It is a columnar book and is used to show 
the following information: 

Mark or number of head 
Weight of head 
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Mark or number of cover 
Weight of cover — pounds 
Contract 

This book is used solely for the ])uri)os(» of having the num- 
bers that are east on the heads run consecutively, the numbers 
given to the manufacturer for that purpose being obtained from 
reference to the last number entered. 

Surveyor's Certificate Book 

This book is maintained in the main office of the bureau of Form and uae. 
sewers, entries being made in it by the engineers preparing cer- 
tificates for payments on ctmtracts. The book is arranged in 
the exact form of the engineers' certificates, and is merely a 
<*opy thereof. The only us(* made of this book is by tlio engi- 
neers, who, in preparing certificates, refer to the last certificate 
under the same contract to obtain anv information therefrcmi, 
which may be required on the certificate in course of prepara- 
tion. 

Time Book of Contracts 

This record is a bound book consisting of a stub and state- Summary of 
ment, which are separated by a perforated line. It is used as 
a final summary of construction and reconstruction contracts, 
the cost of which is to be assessed upon property benefited. The 
information shown on both statement and stub is as follows : 

Title and description of contract 
Contractor's name 
Xumber of working days consumed 
Time allowed in contract 
Additional time allowance 

On account of weather 

On account of tides 

On account of additional work 

On account of unfores<K?n obstacles 

On account of acts or omissions on th(» part of the 
city 
Xumber of days over contract time 



Number of days under contract time 

Inspector's time 

Amount of surveyors' fees 

The time consumed and the time allowed is obtained from 
the " Contract ledger." The additional time allowance for un- 
favorable conditions, and the chai^ for the insiKKilor's time are 
entPre<l from the final return of the inspector of construction, 
which latter is compared and agreed with the " Contract ledger " 
and the payroll record of the inspectors. 

In the space showing the amount of snrveyors' fees is en- 
tered the amount of the engineering and drafting room ex- 
penses obtainetl from monthly memorandum statements sub- 
mitted by the assistant engineers. 

After being fille<l ont, the statement is dctacheil from the 
stub ami forwanled with the assessment list and final payment 
certificate to Ihe office of the commissioner of public works. 

Payroll Record of Inspectors 

This reciird is used for the pnrjtose- of i>rei>aring the pay- 
roll of it; spec tors. It is cohunuar niled ami prondes space for 
the following information: 

Xame 
Residence 
Location of work 
Week ending 

From 

To 

Number of days 
Amonnt ■ 

VHn weekly returns made 
f the fli'sistant engineers 
' weekly rehims are use<l 
rticniars of the labor and 
1 the other lo report the 
used in the actual build- 
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A time sheet of the inspectors of eoiistruetion is [)repare(l iMpec^coet 
from the " Payroll record of insjwctors " and forwarded to the 
payroll division weekly, as a basis for the preparation of the 
official payroll. The total cost for the time of inspectors of 
construction on each job is computed from the *^ Payroll record 
of inspectors " and entered in the " Time book of contracts." 

Weekly Statement 

A weekly statement of the transactions of the bureau of Miacellaneous sta- 
. _ tistical data, 

sewers, showing the numl)er of feet of sewer built, cleaned, re- 
paired, etc., the number of basins built, cleaned, examined or 
repaired, etc., and in the same manner all of the different ac- 
tivities of the bureau of sewers, is prepared in the main office 
and submitted to the sui)erintendent of sewers, and by him io 
the commissioner of public works for publicaticjn in the City 
Record. 

A printed fonn is used for this puriKJse, on w^hicli columns Form, 
are provided for the re^iuircMl figures and any remarks j)crtain- 
ing to them which are necessary. 

It aliv> providers space to show the various classes of labt)r 
employed on the work during the week, as follows : 

Number of laborers 

Number of cleaners 

Number of inspectors of construction 

Number of inspectors of sewer connection 

Number of foremen 

Number of assistant foremen 

Number of drivers 

Number of mechanics 

Number of horses and wagons 

Number of horses and carts 



Bureau of Public Buildings and Offices 

The administrative procedure followed in the bureau of 
public buildings and offices may best be described under the fol- 
lowing divisions: 

Eepairs 

Purchase of supplies 

Custody and issuance of supplies 

Cleauing of public buildings and (iffieos 

Maintenance and operation of public bnths 

Maintenance and operation of comfort stations 



Repairs 

Repairs to public buildings and offices are made by: 



Superintendent of 
bureau deddea 

•quad or contrMtor Repair squads of ihe bureau 

m&kerepun. Contractors under open market orders 

Contractors under formally cxeculed contracts 

The Buperiutcndent of public buildings and oftifi'.-( delcr- 
miues which of these mothods shall be followed in each case of 
repair work. lie is influenced iu his decision by several con- 
siderations: 

The amount of work the mechanical stjuads have on 

hand to perform 
The character of the work to be done 
The cost of the work 

he mechanical 
ilian thoy can 
■ry or a large 

list of a piece 

oiien market 

$]00 and hv^ 

[■d individuals 

iinlract. 
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The procedure followed in the administration of repair ^^^^^h^^ 
work by the mechanical squada is as follows. Persons who de- squads, 
sire repairs or alterations in any public building or office make 
their wishes known to the employee in charge of the building, 
usually a janitor, or directly to the superintendent of public 
buildings and offices. If the employee in charge of the build- 
ing receives the request he fills out a printed form, setting 
forth the particulars of the repairs requested, and forwards it 
to the office of the superintendent of public buildings and 
offices. The superintendent, upon receipt of advice that re- 
pairs are needed or desired, either after conversation with the 
party desiring the repairs, or on personal inspection or re- 
port upon the request prepared by an inspector, decides whether 
or not the work shall be done and by what squad. The re- 
port of the inspector is sometimes in writing, but no set rule 
obtains as to the information the report shall contain or how 
it shall be filed when received. If the superintendent ap- 
proves the request he signs an order directing the squad se- 
lected to make the repairs. The request and order are given 
the same number. The order is then copied in a book and its 
number and date entered in the " Squad book," after which it is 
forwarded to the foreman in charge of the squad. 

Upon the completion of the work, the foreman of the Report of foreman 
^ . . of squad on com- 

s<iuad enters on the order, in a space provided for that pur- pletion of work. 

pose, the quantity, description and cost of the material used in 
nuiking the repairs, and returns the order to the superintend- 
ent with a notaticm thereon to the effect that the work has 
been performed. He also inserts the amount of time devoted 
to that work. The matter of cost is left entirely to the fore- 
man in charge of the squad, without control from the office 
of the superintendent. The work done by the mechanical 
squads is not inspected during its progress nor after its com- 
pletion, except in castas where the superintendent may de- 
cide to make a personal inspection. 

UiK)n receipt of the report, which shows the cost of labor ^^^ '*f™* 

. T 1 -1 1 entered on squad 

and material, as above descnknl, one of the clerks in the book. 

office enters items of the cost of labor and material in the 
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Separate squad ac- 
counts. 



^* Squad book." This book is columnar ruled and providers 
space for the following information: 

Date of order 

Order number 

Date work performed 

Description and cost of material used 

Amount of labor 

For each squad a separate account is kept, to which is 
crcilited the t(;tal cost of material and labor involved in the 
work done. Each squad account is closed periodically by dis- 
tributing the amomits between separate accounts kept for each 
j)ublic building, office, etc. These separate accounts are kept 
in another section of the '^ Squad book " and reflect the cost 
of repairs made bv mechanical squads attached to the bureau. 
No attempt to The total cost of labor, as reflected by the " Squad book " for 

reconcile amount of • i i i i i ^^i xi ^ ^ ^t. 

squad accounts with ^ given jhtkmI, should correspond with the amount of the 

total payroll. payroll for a similar period. Xo attempt, however, is made 

to reconcile these* two amounts. After entry is made in the 
'' Squad book,'' the rej)orts of work performed are filed with 
the original rcnpiest. 



Open market orders 
issued in usual way. 



Whenever in the judgment of the superintendent it is 
deemed best to have repairs made under open market order, 
the person or firm to whom the order is to be given is selected, 
and an open market order issued in the usual manner, de- 
scribing the repairs mce.-sarv and estimating the cost thereof. 
Upon the conq)h'tion of the work, an invoice is rendereil in 
(|undruplicate. The work is not regularly inspected during 
its j)r()grcss, but !ij)on the receij)t of the invoice for the work 
an inspector familiar with the class of work called for under 
the order is assigned to inspect it and, if he finds it to be in 
accordance with the order and properly done, he certifies to 
that fact on each copy of the invoice. This certification by 
the ins])ector is aj)proved by the superintendent or other jkt- 
son designated bv him. 
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When the estimated cost of repair work is in excess ol fo^lote^e^S" 
$1,000, specifications therefor are drawn, bids received and of $1,000. 
the contract awarded to the lowest bidder in the usual manner. 
When the work is started, an inspector or foreman familiar 
with the class of work called for is assigned to inspect and 
report upon it daily during its progress. Upon the comple- Inapection. 
tion of the work, the inspector who has visited it while in 
progress certifies' to the correctness of the contractor's in- 
voice, which is then certificil bv the sui)erintendent or other 
persun designated by him. 



Purchase of Supplies 

Supplies reipiired by the bureau in the maintenance and 

fration of baths, comfort stations and other buildings, other 

stationery supplies, (which are furnished by the board 

ity Record) are purchased by the superintendent on (a) 

ract, (b) open market order. 

'rom time to time, requisitions for supplies are received 

janitors in charge of buildings, chief attendants of the 

\, engineers or various employt^es in the bureaus of the 

[rtnient, from heads ' and subordinates of other depart- 

[s and from judges and court clerks and others, and are 

•ed in the discretion of the superinttndent. • 

lie bureau of public buildings and offices having suc- 
|d to the duties of the former department of public build- 
lighting and supplies not otherwise distributed, is still, 
[measure, regarded as a general purchasing agency. In 
conscnpience, many requisitions for supplies are received from 
dei>artments, courts and offices, for purpost»s not related to the 
maintenance of the buildings and offices in which they are 
located, and which should properly be paid for out of appro- 
priations specifically made for the purposes of the requisition- 
ing department, court or office. The practice is irregular and 
not subje<*t either to regulation or fixed custom, and is usually 
employed as a means of eking out an inadecpiate appropria- 
tion made to the department from which the requi- 
sition comes. In the year 1909 requisitions were honored 



Supplies purchased 
on contract or 
open market orders. 



Requisitions 
received from this 
and other city 
departments. 



Bureau a general 
purchasing agency. 
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from 97 different employees in the department of the borough 
president, and (55 officers and employees of courts and other 
departments. Notwithstanding this fact, the bureau does n<»t 
purchase even all the su])plies reipiired by the several bureau ^^ 
under the jurisdiction of the borough president. 



Contracts 
advertised and let. 



Procedure in 
ordering and 
delivering coal. 



Purchase Under Advertised Contracts 

For supplies consimied regularly in large quantities, such 
as janitors' supplies, engineers' supplies and fuel, contracts 
based upon estimated requirements are let after being ad- 
vertised. Under these contracts deliveries are made on orders 
issued to the contractors on the receipt of requisitions froui 
janitors, chief attendants, engineers and others for the sup- 
plies required by them. For supplies regularly kept in ston*- 
rooms and purchased at public letting, orders are issued from 
time to time as the stock requires replenishing. 

After the execution of a contract for coal, two monthly 
orders for each building based u^wn the previous largest eon- 
sumption for any month are issued to the contractor. From 
time to time, as coal is required at any building, a request is 
telephoned to the superintendent or the acting clerk in charge 
of the office of the bureau by the engineer of the plant re- 
quiring coal, and thereupon a verbal order is transmitted to 
an inspector stationed at the yard of the coal contractor di- 
recting him to have coal delivered to the designated building. 
The quantity of coal to Ix? delivered is left to the discretion 
of the inspector, whose duty it is to supervise the weighing 
of the deliveries and ti) sign a duplicate ticket of delivery, 
stating the size, quantity and destination of the coal delivered. 
Both the original and duplicate of these tickets are given by 
the inspector to the driver of the coal wagon, who, at the time 
of delivery, secures thereon the signature of the engineer or 
other person receiving the coal, leaving with him the dupli- 
cate and returning the oriirinal to the contractor. Monthly 
bills are submitted bv the cual contractor for deliveries. These 
bills are sup})orted by the original copies of the tickets of de- 
livery. 
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Xo attempt is made to collect or control the duplicate ^^^IfS* '''''''''^ 
tickets, but it has been the custom of the engineer:^ to return 
them from time to time to the bureau, where they are left un- 
used. A verification of the contractor's bills is made bv check- 
ing against the invoice the original tickets of (Ulivery sub- 
mitted by the contractor. The clerk verifying the entries and 
extensions on the contractor's bill has arranged to have sub- 
mitted regularly the tabulations made by the contractor in 
the preparation of the invoice, in order to " facilitate " his 
examination of the claim. The clerk is not provided with a 
list of the names or copies of the signatures of persons author- 
ized to receipt for coal, and therefore is without means of 
verifying signatures attached to the tickets of delivery. 

Open Market Orders 

The procedure employed in preparing requisitions, issu- 
ing orders and making: payment is described here under the 
title of " Accounting Procedure." 

Supplies estimated to be required in quantities amount- !*»<*« invited by 
ing to less than $1,000 in a year, or supplies which by law bureau, 
the department is obliged to secure from the state prison de- 
partment are purchased on open market orders. In cases 
where the value of any single purchase of any such supply 
other than prison supplies equals or excef^is $100, it is the cus- 
tom to request bids from three or more dealers. These bids are 
invited by formal communication addresscMl to the prospective 
bidders by the superintendent of public buildings and offices, 
enclosing specifications for the supply required and stating a 
day and time at which the bids will be opened. At the ap- 
pointed time the bids are ojHMied by the ctmimissioner of pul)- 
lic works, and in due ccmrse an order for the sui)ply is issued 
to the lowest bidder at the price stipulated in the bid. 

Receipt and Inspection of Deliveries 

Goo<Is delivered on contract and open market order are Goods receipted 
receipted for by the janitor or other emi)loy(H* into whost* ^^ ^ ^"" ^' 
custody they are given by the vendor, and thereafter are, in 
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Practically no 
inapection of goods. 



theory, inspected by inspectors attached to the bureau of pub- 
lic buildings and offices, in order to determine whether they con- 
form in quantity and quality to the order and specifications. As 
a rule, however, this inspection amounts merely to thcf inspec- 
tor's inquiring of the janitor or other person, who receipts for 
the goods on the invoice, as to whether the goods were received. 
The inspectors make little or no attempt to determine the 
quality of the goods, and none whatever to check prices. 



Purchases made 
only when prompt 
delivery assured. 



Purchases from the Prison Department 

Purchases from the prison department are restricted to 
goods listed in the catalogue of the department. If theprivson 
department is unable to make prompt delivery of goods requi- 
sitioned, a certificate to this eflFect is furnished by the super- 
intendent of prisons which constitutes an authority to make the 
purchases in the open market. In such cases the usual pro- 
cedure (stated above) is followed, a copy of the certificate 
furnished by the superintendent of prisons being attached to 
the inv(ticc when transmitted to the department of finance for 
payment. 



Location of 
storerooms. 



Custody and Issuance of Supplies 

The supplies used by janitors and the mechanical squads 
attached to the bureau of public buildings and offices are kept 
at the following points: 

Storeroom, county court house — janitors' supplies 
Carpenter shop, county court house — carj)enters' sup- 
plies 
Varnish shop, county court house — painters' supplies 
Electrical shop, county court house — electrical supplies 
Roofing squad quarters. West Washington market — 
roofing supplies 

The storeroom for janitors' supplies is the chief -place of 
storage, the eljectrical shop ranking second, the other places 
having on hand only a very small quantity for current use. 
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With the exception of the storeroom for janitors' supplies, Control of most 
the administrative control exercised over the custody and use nombAl 
of supplies is only nominal. When work is to be done upon 
approved requisitions, the supplies are taken and applied to 
the work in quantities designated by the foreman of the squad, 
Ther€f is no means of knowing which tools or implements are 
in the hands of a given employee. Xeither is there any means 
for controlling the quantity of tools or supplies which should 
be on hand at a given point at any date. No record of con- 
demned tools is kept. 

In the case of janitors' supplies a slightly better system Rocontoof 

• , g^ f -ii ••.- J requimtioiis for 

exists, supplies are issued omy upon requisitions approved janiton' supplies 

by the superintendent of public buildings and offices. Records ^P*- 
of these requisitions are maintained, but no control is exer- 
cised over them. The records consist of a " Storeroom stock 
ledger " and a " Record of supplies issued." The " Storeroom 
stock ledgcfr " contains an account of quantities only, with each 
class of materials handled and is ruled so as to provide for the 
following information : 

As to receipts: 

Date of receipt 

Quantity received 
As to deliveries (stores issued) : 

Date of delivery 

Receipt number 

Quantity issued 

To whom delivered 

The it€fms dealing with the quantity of supplies received 
are entered from the original invoice. The " Record of sup- 
plies issued " contains a separate page for the distribution of 
supplies to each public building, bath, comfort station, etc. 

Requests to furnish certain supplies are received from vari- Iw»p«of 

, ._-. 3 a* mt supplies. 

0U8 buildings and offices. These requests are referred to the 
superintendent of public buildings and offices for his examin- 
ation and approval. When approved, they are turned over to 
the storekeeper in charge of the janitors' supplies, who fills 
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Frequent physical 
inventories of 
janitors' supplies. 



out the requisition and takes a receipt for the goods delivered, 
full details as to description and quantity being entered on 
the receipt. Receipt blanks are numbered serially and the in- 
formation thereon is posted in the " Storeroom stock ledger " 
from the stubs (sho^^ing the same detail as the receipt). 

A physical inventory of the janitors' supplies is taken two 
or three times each year and always at the end of the year. 
The quantities of each class of material on hand as shown by 
the " Storeroom stock ledger " is always, it is stated, in agree- 
ment with the physical inventory. 



Superintendent of 
bureau supervises 
cleaning. 



Inspection by 
districts. 



Cleaning of Public Buildings and Offices 

The? cleaning of public buildings is done by a force of jani- 
tors, cleaners, attendants and laborers. The superintendent 
of public buildings and offices exercises direct supervision over 
the janitors, who carry out his orders with respect to the dis- 
tribution of their forces and the care and cleanliness of the 
buildings under their charge. 

In order to secure current information with respect to the 
conditions existing in the 22 public buildings under the juris- 
diction of the superintendent of public buildings and offices, 
the borough is divided into 2 districts, one north and the 
other south of 8th Street. An inspector is assigned to each 
district to visit daily each of the buildings and report their 
condition, in writing, to the superintendent. 

The district north of 8th Street includes the following 
buildings and offices: 

Old 6th district municipal court 
6th district municipal court 
West 54th Street court house 
Harlem court house 
East 57th Street court house 
JeflFerson Market court house 
Children's court 
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The district south of 8th Street includes : 

Hall of records 
Criminal courts building 
County court house 
City Hall 
City court 

2nd district municipal court 
City paymaster's office 
1st district municipal court 
Citv Record office 
Essex Market court 
Office of department of finance 
. Corporation counsel's office 
Old 1st district municipal court 
Old 2nd district municipal court 
Old 5 th district municipal court 

Janitors are appointed from the civil service list in the Appointment of 

... , employees, 

usual manner by the superintendent of public buildings and 

offices, after consultation with the president of the borough. 
The cleaners, attendants and laborers necessary to perform 
the cleaning are appointed by the superintendent of public 
buildings and offices, after consultation with the borough presi- 
dent in the same manner as above described. 

Maintenance and Operation of Public Baths 

SniKTvisiou over the public baths is exercised bv the super- Superviaion over 
' . . . . , • '^ public baths 

intendent of public buildings and offices through an attendant only nominal. 

acting as supervising inspector. This supervision is, in fact, 

only nominal. The borough president ap])oints the atten<lants 

for each public bath without consultation with the suj)erin- 

tendetit of public buildings and offices, it being incimibent 

upon the latter to arrange his schedules so as to take care of 

the ai)pointments made by the president. 

It is the practice of the attendants to refer directly to the 
borough i)resi<lent for the adjustment ofs any personal diflFer- 



Daily inspections 
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Chief attendants 
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care of baths. 



Requests for 
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ences. In this way the attendants exercise authority over sach 
matters as the president may signify. 

The supervising inspector is assisted by an inspector and 
an attendant acting as inspector. Daily visits are supposed to 
be made by these inspectors to the various public baths, and 
memoranda made of the persons found on duty at the time of 
the visit also of the condition of the baths. This information 
is subsequently put in the form of a daily report which is 
turned in to the superintendent's office. 

The chief attendant of each bath is responsible for the 
care and cleaning of the building. He supervises the work of 
the attendants under him and controls the use of the baths. 

Requests for supplies for the baths are made in writing 
either to the superintendent of public buildings and offices, 
or to the supervising inspector. Xo request is granted, how- 
ever, until it has been approved by the superintendent. 

The engineering force at each public bath is under the 
direct supervision of a mechanical engineer who acts as the 
representative of the superintendent of public buildings and 
offices. His authority extends over all matters connected with 
the plumbing, heating and electrical equipment of the baths, 
and whenever he makes a decision it is final without the ap- 
proval of the superintendent. The engineers at the public 
baths report to the mechanical engineer from time to time. 
Their rej)orts relate to any matter they deem it necessary to 
mention, or to any special subject requested by the mechanical 
engineer. 

All requisitions for supplies used by the engineers at the 
baths are submitted to the mechanical engineer, who signifies 
his approval or disapproval thereof as a guide for the super- 
intendent's action. 

The engineer in charge at each bath has supervision of the 
mechanical equipment and the force of firemen and stokers 
imder him, but is without further authority. 
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Maintenance and Operation of Comfort Stations 

There are 9 public comfort stations in the borouerh of Man- iMpecUons of 

. comfort statioDS. 

hattan. They are all open the entire 24 hours, with the ex- 
ception of that at Hanover Square, which is open only 16. 
They are under the direct supervision of the superintendent 
of public buildings and offices who makes frequent inspections 
and attends personally to matters of special importance. Regu- 
lar daily inspections are made by three inspectors. They are 
on duty in three shifts of 8 hours each, and to them the at- 
tendants are responsible for the cleanliness and sanitary con- 
dition of their stations. Supplic s are issued on the recommen- 
dations of the inspectors. 

Each inspector is supposed to make a round of all of the p^ly report of 

r trr IDSpectOIB. 

comfort stations once a day. A record book is kept at each 
station, in which he registers his name and the time of his 
visit. In addition, he prepares a daily report on a blank which 
provides for the following information: 

Xame of station visited 

Time of visit 

Amoxmt of carfare 

Titles and numbers of employees on duty 

Progress of construction work 

Condition of buildings 

Sanitary 

General 
Remarks 

As a rule only the first four items are filled out. These reports 
are reviewed by the superintendent and then filed. 
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ACCOUNTING PROCEDURE 
Office of the Borough President 

The accounting system maintained in the office of the bor- 
ough president under the supervision of the auditor is of a 
memorandum character and duplicates the accounting records 
maintained in the general bookkeeping office of the commis- 
sioner of public works. 

Auditor's office. Xhe accounting records maintained in the office of the 

auditor are as follows: 

Appropriation ledger 
Fimd ledger 
Journal 

Appropriation Ledger 

This ledger is divided into two sections: 

Order section 

Contract section (claimants) 

Order Section 

Foimand A separate page is used for each account, the title of the 

procedure. appropriation, code number and amount or appropriation be- 

ing shown at the top. Each page is ruled so as to provide 
columns for the following items: 

1 Date of order 

2 Order numl)er 

3 In favor of 

4 Description 

5 Estimated amoimt of order 

6 Actual cost 

7 Voucher number 

8 Voucher schedule 

Date 
Number 
' 9 Amount of voucher 
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Columns 1 to 5 inclusive? are filled in from particulars 
shown on original orders received from the oflSce of the com- 
mifsioner of public works for approval and entry, from " bid 
sheets " for contracts, and from payrolls. Columns 6 to 9 in- 
clusive are posted from the journal. The difference between 
the total amount of the appropriation and the total amount 
of colunm 9 represents the unexpended balance of the appro- 
priation. 

Contract Section 

This section is maintained for the purpose of segregating Foim and 
by claimants contract obligations chargeable to appropriation 
accounts. A separate page is used for each claimant, at the 
top of which is shown the claimant's name and the title of the 
appropriation account from which payment is made. Each 
page is ruled to provide columns with the following head- 
ings: 

1 Voucher nimiber 

2 Date of contract or date of voucher schedule 

3 In favor of 

4 Description 

5 Estimated cost 

6 Amount earned 

7 Amount retained 

8 Amount paid 

Colimms 1, G, 7 and S are posted from information con- 
tained in the journal referred to below. Columns 2, 3, 4 and 
5 are filled in from " bid sheets " or from the voucher with re- 
spect to column 2 only. The difference between the total 
amount shown in column 5 and the simi of the totals shown in 
columns 7 and 8 represents the balance due to the claimant. 

Fund Ledger 

This ledger is maintained in the same manner as the ap- Shows expenditure 
propriation ledger, expenditure out of bond funds instead of 
appropriations being recorded therein. 
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Journal 

This book is used as a posting medium for the appro- 
priation and fund ledgers and contains particulars of all pay- 
ments chargeable against appropriation and fund accounts. 
The entries are made from original vouchers, in payment 
of open market orders, contracts, payrolls, etc. Each page is 
ruled to provide space for the following. information: 

Date 

Ledger folio 

Bureau 

Date of voucher schedule 

Schedule number 

Order number 

Voucher number 

Name of claimant 

Labor or material 

Title of account and code number 

Amount of voucher 

Account totals 

Schedule totals 

Only in the absence of the commissioner of public works, 
who is deputized by the borough president to sign depart- 
mental orders and contracts and to certify payrolls and vouch- 
ers, does the latter attend personally to these matters. Ex- 
cept in rare instances, therefore, the borough president exer- 
cises no direct control over the accounting procedure of hia 
office. 

The documents forming the basis for accounting in the 
borough president's office (auditing division) are as fcrflowa: 

Open market orders 

Payrolls 

Vouchers and voucher schedules 

Contract bid sheets 
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Open Market Orders 

Open market orders drawn and executed in the oflSce of the ^SSrectocked and 

commissioner of public works are transmitted each day, ae- recorded in 

. , , ^, • • 1 • -x- A xi_ I -j_ ' auditor's office and 

companied by the original requisitions, to the borough secre- tranamitted to 

tary and by him referred to the auditor. With the assistance ▼«»<ior. 
of his two clerks the auditor examines and compares the or- 
ders with the requisitions and, after recording particulars of 
the orders in the appropriation or fund ledgers and designat- 
ing his approval by placing on the original order the letter 
" L," the auditor returns it to the general oflSce of the commis- 
sioner of public works for transmission to the vendor. 

PasrroIIs and 

Vouchers and Voucher Schedules 

Upon rec€fipt of documents of this character from the voucbeis checked 

general oflSce of the commissioner of public works, the boiv by auditor and 

sent to finance 
ough secretary refers them to the auditor who, with the as- department for 

sistance of his two clerks, examines, checks and records in the P^y™*"**- 
journal the particulars shown thereon, after which he trans- 
mits them to the department of finance for payment. 

Contract Bid Sheets 

" Bid sheets " are printed forms specially prepared for use ™£|i^ aheete 
in recording bids for work to be done or for material to be of all bids, 
furnished. They are filled in by a clerk from the oral read- 
ing of the bids when officially opened. The name of each bid- 
der is recorded together with item prices and total amount 
of bid. The amount of surety, the deposit, and the number 
of days the contract has to run are also shown. Except in a 
few special cases the lowest bidder is awarded the contract, 
and a notation as to who is the successful bidder is made on 
the " bid sheet," The date of the notification to the successful 
and the unsuccessful bidders is also entered on the " bid sheet3." 
Entry is made in the appropriation or fund ledger of the name 
of the successful bidder, the date and a description and the 
estimated cost of the contract, after which the " bid sheets " 
are transmitted to the general offire of the commissioner of 
public works, and there held for final filing with the dupli- 
cate payment vouchers. 
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OflBce of the Commissioner of Public Works 

The accounting procedure in the office of the commissioner 
of public works is confined to two divisions, viz.: 

Cashier's office 

Bookkeeping division under the direction of the chief 
clerk 



i...^* 



s Office 

Acooantini reeoids xjjg accounting refcords maintained in this office are: 

mamtainea m ^ 

casluer's office. 

1. Cash receipt book — columnar ruled showing: 

Date 

Number of permit 

Xumber of receipt 

Purpose 

Name 

Location 

Amount received 

Distribution columns : 

Special fund 

Sinking fund 

General fund 

2. Special security depoffit book — columnar ruled show- 

ing: 

Date received 

Permit number 

Date of issue of pennit 

Description of permit 

Xarae of depositor 

Address of depositor 

Araoimt 

Date of order on comptroller for refimd 

Xuml)er of order 

Amount of refund 
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3. Refund book — columnar ruled showing: 

Date 

Number of permit 
Name 
Location 

Plumber's opening (macadam) 
Amoimt 

Amount refunded 

Plumber's openings (macadam and stone pave- 
ments) 

Amount deposited 

Amount refunded 
Vaults 

Amount deposited 

Amount refunded 
Street openings 

Amount deposited 

Amount refunded 

Entries in the above records are made in the following 
manner: 

I. Cash Receipt Book 

Entries in this book are made from the stub of the permit Forentrieaof 
book which shows the permits issued, and from weekly state- from^vw^us 
ments of moiievs received from the bureau of incumbrances 8o«roe«. 
and from the bureau of highways. Misci»llaneous receipts from 
auction sales, from the use of the road roller and sprinklers are 
entered in this lK)ok from memoranda accompanying such re- 
ceipts. 

This b(x>k is footed weeklv, and from these footings the Cashier prepares 

WCCKIV iif A t<* Tm *fl til 

cashier i)repares statements showing the total moneys received of receipts, 
during the week, segregated according to the fund to be credited. 
When making <lei)osits to the' credit of the city chamberlain, 
the cashier presents these statements to the receiving teller of 
the bank who places his stamp on each statement as an indica- 
tion that the money has been duly deposited. Statements bear- 
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mg the receiving teller's stamp are then delivered to the city 
chamberlain. 

The distribution of cash receipts is made under threef main 
headings, namely: 

Special fund 
Sinking fund 
General fund 

To the special fund are credited all receipts for permits 
issued for street openings, including plumbers' openings for 
watefr and sewer repairs, street openings in connection with ^ 
vaults, and all corporation openings in stone pavements. The 
money received for the issuance of this class of permits is sub- 
ject to refund in proportion to the yardage actually opened and 
refstored. A refund is payable by the comptroller upon a 
voucher and " letter of refund " prepared in the cashier's office 
and certified by the -commissioner of public works, which gives 
full particulars of the number of yards of pavement opened, 
the numbe^r of yards restored, the amount of the original deposit 
and the amount to be refunded. The refund letter is prepared 
by the cashier from information shown on the original receipt 
presented by the plumber, and from information with r^pect 
to the yardage removed and restored obtained from an in- 
spector's report showing the area of the opening madef. 

To the sinking fund is credited cash received for the issu- 
ance of peTmits for the const iniction of vaults. A refund is 
made from this fund by the comptroller upon presentation of 
a " refund letter " prepared in the bureau of highways, verified 
by the cashier by comparison with his records and the original 
receipt and signed by the commissioner of public works. A 
notation of the amount refunded and the date of the refund is 
made in the " Cash book." 

Thcf receipts credited to the general fund are divided under 
six headings, as follows: 

Permits for new sewer connections 
Permits for bay windows 
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Permits for ornamental projections 

Permits for the erefction of sheds over sidewalks. 

Redemptions 

Miscellaneous 

Bedemptiotis consist of receipts for the redemption of ma- 
terial removed by the bureau of incumbrances and called for 
by the owTier within a prescribed time. 

Miscellaneous includes receipts from sales of old material, 
the use of road roller and sprinkler, auction sales, etc. 

None of the moneys credited to the "general fund" are 
subject to refund, except in cases of permits issued for bay 
windows and ornamental projections where the work was not 
done. 

a. Special Security Deposit Book 

This book contains a record of moneys received to secure Record of eash 
the city against damage to pave.nents arising irora placing upon ^^^^ 
the streets building materials, tar kettles, etc., and from the aamageto 
crossing of sidewalks. Entries are made from the applicationa 
of persons desiring these classes of permits. Cash is presented 
with the application and a receipt therefor issued by the cashier. 
The permits are issued by the bureau of incumbrances or by 
the chief engineer's office of the bureau of highways without 
charge. Moneys received in this manner are held for the pro- 
tection of the 'city for any damage' that may be done to pave- 
ments or sidewalks. Cash received through the issuance of this 
class of permit is deposited weekly with the security dejwsits 
clerk in the comptroller's office, a form of return being filled out 
by the cashier, which form accompanies the deposits so made. 
Notation of refunds of deposits is made in this book showing 
the date the order was issued to the comptroller and the amount 
of refund. This notation is placed opposite? the original entrv 
showing the receipt of the amoimt depo>ite(l. The original re- 
ceipt and the signed notification from the bureau where the 
original permit was issued are kept on file in the cashier's 
office. 
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3- Refund Book 



Entries are made in this book from letters of refund which 
havef been described above. 
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Bookkeeping Division 

This division maintains records and keeps the accounts for 
the entire department, excepting those of the bureau of build- 
ings. The following records are maintained: 

Order register 
Invoice register 
Voucher register 
Letting book 
Contract ledger 
Abandoned contract ledger 
Claimants' ledger 
Bond fund ledger 
Appropriation ledger 
General ledger 
General journal 

With the exception of the " Letting book," " Contract 
ledger " and " Abandoned contract ledger," all of the above 
records are kept in the manner prescribed by the comptroller's 
committee on revision of accounts and methods, and are fully 
described in thc^ Manual of Accounting and Business Pro- 
cedure for the city of Xew York. 

The letting book is written up from the " bid sheets " pre- 
viously referred to, the following particulars of the awarded 
contract being shown in columns ruled for that purpose: 

Advertisement number 

Title of work or nature of contract 

Estimate amount 

Xame of contractor 

Date sureties approved 

Date contract entered into 

Fund or account chargeable 
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This book is maintained by the contract clerk as a mem- 
orandum record of contracts awarded, and is used by him as a 
reference book to obtain or give quick information respecting 
them. 

The contract ledger is ruled to provide space for the fol- ContainBinformaUon 
- . . - from several 

lowing information: souroes. 

1 Nature of work 

2 Date contract executed 

3 Contractor's name 

4 Sureties 

5 Name of bureau 

6 Estimated cost 

7 Fees (engineer's, surveyor's and inspector's) 

8 Actual cost of contract 

9 Date of completion 

10 Over-time days 

11 Excess inspection or damages paid 

12 Fund or account chargeable 

13 Estimated quantities (prices and amount) 

14 Annual quantities (prices and amount) 

15 Engineer's data 

16 Amount due 

17 Amount retained 

18 Amount certified to comptroller 

19 Date transmitted to comptroller 

20 Total security retained 

21 Date work acc€?pted by president 

Items 1 to 6 and 13 are filled in by the contract ledger 
clerk from a copy of the contract. Item 7 is obtained from 
departmental payrolls and payroll vouchers. Items 8 to 12 
and 14 to 21 are filled in by the contract ledger clerk from 
en^^neer's certificates and payment vouchers before transmisr 
?ion to the department of finance. 

The abandoned contract ledger is maintained for the pur- Contains 

' particulanoi 

pose of recording particulars of old contracts which were aban- contracts abandoned 

doned prior to the expiration of the " guarantee period " for gui^tee^jMiwi! ^ 



mainteiiaucc (applying principally to contracts for street pave- 
ments which carry with ihem provisions to the effect that pave- 
ments will be maintainol and kept in good repair for a speci- 
fied number of years). In these eases a new contract for the 
maintenance of the pavements is let to another contractor. 
The original contractor is held liable nnder his contract for 
the difference between the percentage remaining in the i>osses- 
sion of the city and the actual cost to the city for maintain- 
ing the pavements imder the new contract. 

The documents fonning the basis for entries in the above 
records may be classified as follows: 

Open market orders 
Contracts 
Invoices 
Vouchers 

Orders 

After being entered and a]>proved by the auditor, orders 
with reijiiisitions attached are ictnrned to the chief clerk, and 
by him lurned over to the order clerk who places on the vari- 
ous copies of the order a number, the date and the title of the 
official who is to sign the original and vendor's copies. In 
the case of asphalt orders whii-h are issued upon requisitions 
from the bureau of highways, bi^th the original and the vendor's 
copies are actually signed by the borough president or a depu- 
tiisod official. All other orders bear an actual signature on the 
original and a stamped signature on the vendor's copy, 

Afler securing the proper signature on the order, the or- 
ilpr clerk separates the various copies and transmits the orig- 
innl and vendor's copy to the vendor (except in the case of 
Htiphnlt orders based npon reijuisition from the bureau of 
hiflhwavs where, by a special arrangement between the chief 
eutfhiiM'r and the eomplrollcr's committee on revision of ac- 
eoiiiiln and nii'thod;', it is agreed that the original of all orders 
111 HHphHit I'ompauie.: shall be sent to the chief engineer and the 
vvikIi'v'm ei'py only sent to the asphalt companies). The order 
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clerk, when transmitting the order to the vendor, sends to the 
bureau in which the requisition originated *^ advice to the in- 
spection division." He then attache;^ the requisition to the Qfficecopyof 
general office copy of the order and turns it over to the clerk order entered in 
in charge of the " Order register " for entry therein. These en- 
tries are made in numerical order. An account is opened in 
the *^ Claimants' ledger " under the name of the vendor, to 
which account the particulars of each order are posted. The 
general office copies of the order and requisition are then filed 
in their respective post-orders. 

Invoices 

Upon completion of the w^ork, or upon the dolivery of the Invoica jent to 
f ^ 7 r J general oflaoe for 

supplies, vendors transmit to the bureau from which the order registration, 
emanated invoices in quadruplicate. The bureaus upon re- 
ceipt of these invoices are instructed to transmit them immedi- 
ately to the general office for registration. This, however, is ^*®° ^^^ ^P ^y 
not done in practice. Invoices are held up frequently for one 
reason or another for months at a time. 

Upon receipt of the invoices from the several bureaus thev Vouchere prepared 
. from invoioeB. 

ard given numbers and registered in the " Invoice register." 

One copy of each is then forwarded to the bureau of inspec- 
tion, department of finance. The remaining three copies are 
then returned to the bureau from which thev were received, 
and after inspection and verification, vouchers are prepared. 

Vouchers 

The vouchers with invoices and the original copy of the Vouchen checked 
order attached are transmitted from the several bureaus to the general office, 
general office where they are examined, checked and O.K'd. 
If the amount of the invoice differs from the estimated amount 
of the order as shown in the " Order register," cross-reference is 
made showing the amount of the invoice in order to assist in 
keeping the controlling account for open market orders in the 
" General ledger " in balance. The vouchers are then numbered 
and entered in sequence in the " Voucher register." 



232 



Auditor certifies 
and transinits 
vouchers to finance 
department for 
payment. 



Duplicate voucher 
filed in general 
o^ce. 



Contract vouchera 
checked, recorded 
and sent to auditor. 



Entries in general 
journal from 
several sources. 



Bond fund and 

appropriation 

ledgers. 



A carbon copy of each sheet of the " Voucher register " is 
made in the process of registering vouchers, and is used as a 
schedule of vouchers and accompanies them to thef auditor's 
oiEce where they are recorded and examined as to proper certi- 
fication, etc. The vouchers accompanied by the schedule are 
then transmitted to the department of finance for payment. The 
duplicate copy of the voucher which is retained in the general 
office is then used for cross-reference entry in the " Invoice 
register," after which the voucher is filed with the general office 
copy of the order and requisition. 

Contract vouchers and the invoices pertaining to them, if 
there be any, are received by the chief clerk from the 
several bureaus for entry in thef " Invoice register." They are 
then returned for signature to the bureaus from which they 
were received and again forwarded to the chief clerk's office. 
Vouchers of this class are examined by the contract clerk, who 
compares the prices of the various items listed on them with 
corresponding prices recorded in the " Contract ledger." If 
these agree, he certifies on the original voucher that the prices 
are correct. The calculations and extensions are then checked 
and the original vouchers are recorded, scheduled and trans- 
mitted to the auditor, a duplicate voucher being filed in the same 
manner as open market order descril)ed above. 

ifonthly entries are made in the " General journal " from 
the totals shown by the order invoice and voucher registers, and 
from a memorandum prepared by the contract ledger clerk 
which shows the total amount of contracts registered each 
month. Entries with respect to l)ond and fund accounts are 
also made from the " Record of sto<*k and bond transfe^rs " and 
from notices of bond authorizations. Adjusting and correct- 
ing entries are also put through the " General journal." Post- 
ings are ma/le from this book to the " General ledger," which 
contains the controlling accounts for the department. 

Detailed fund and appropriation accounts are maintained 
in the " Bond fund " and " Appropriation " ledgers, postings to 
these ledgers being made from the several registers, the " Record 
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of stock and bond transfers " and from notices of bond author- 
izations. 

^Vlthough in the system prescribed by tlie comptroller's Expert required 

. . - ' , 11. . 1 1 to on^K accounta 

committee on revision of accounts and methods it was intended into agreement. 

that monthly statements be prepared from the " General ledger " 
accounts, this practice is not followed by the department. 
Statements, however, have been prepared by a representative 
of the expert accounting bureau of the department of finance 
who spends considerable time going over the work and adjust- 
ing the accounts to bring them into agreement. The last state- 
ment prepared by him is for the month of December, 1909, 
and reflects the financial operations of the department for the 
year 1909. The reason given for the failure of the accounting 
division to prepare these statements is that none of their 
clerks understood the system sufficiently to prepare accurate 
statements. 



Bureau of Street Openings 

arc no accouDting records maiutnined in rhis bureau, 
ditnre of appropriations, ele. being accounted for 
leral bookkeeping office of the commissioner of pub- 
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Bureau of Highways 

The accounting records maintained in the hnreau of high- Accounting pecords. 
ways are as follows: 

Requisition book (voucher register) 

Appropriation ledger 

Pavement record (contract ledger) 

Contractors' account book (contract ledger) 

Special contractors' account book (contract ledger) 

Voucher book 

The above records are maintained bv two clerks. All of Maintained by 

* two ciGrks 

the entries therein are made from original documents or copies 
thereof in the same manner as in the general bookkeeping 
office of the commissioner of public works. 

There is no apparent reason why these records should be General office 
kept, inasmuch as the information contained therein dupli- '^^ upnca 
Gate's that shown in the accounting records maintained in the 
general bookkeeping office of the commissioner of public works. 



Bureau of Incumbrances 
llowiiig a«'connting records are maintained in thU 

:ecord 

lok is maiutained for the purpose of recording all 
>r payrolls or supply purchases paid from appro- 
or the bureau of ineiimbrauces. The iufonuation 
herein is a duplication o£ the inforuiatiuu coulaineil 
her register maintained in the general bookkeeping 
e commissioner of public works. It is maintained 
;au for the purpose of segregating the expenditures 
the bureau, although the same information can b<^- 
Kin application to the general bookkeeping office of 
isioner of public works. 

ion Ledger 

me remarks apply to this record as apply in the 
voucher record. It contains particulars of the ap- 
s relating to the bureau of incumbrances and de- 
>enditures made therefrom. The same information 
le from the general bookkeeping office of the commis- 
Liblic works. 



237 



Bureau of Sewers 

The accounting records maintained in the bureau of sewers Accounting reeords 
. J. segregate trans- 

consist ot: actions of bureau 

of sewera. 
Contract book 

Blotter or voucher register 

^Appropriation ledger 

Record of contracts finished 

Final payment book 

Record of retained payments 

The above records are maintained for the puq)ose of segre- 
gating the accounting information relative to transactions orig- 
inating in the bureau of sewers. All of the entries therein are 
made from original documents or copies thereof in the same 
manner as in the general accoimting office of the commis- 
sioner of public works. Requisitions are drawn, invoices re- 
ceived and checked, and, after certification, vouchered in this 
bureau and a full set of entries passed through the separate 
set of accounting records here maintained. 

Two clerks and a bookkeeper are engaged on this work, Work of general 
although the same infonuation relative to the status of appro- 
priation and bond fund accoimts, contracts, etc. is maintaine<l 
in the departmental accounting records kept in the general 
bookkeeping office under the jurisdiction of the commissioner 
of public works. 
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Bureau of Public Buildings and Offices 

Accounting records. The accounting records maintained in the bureau of public 

buildings and offices are as follows: 

Record book (tickler) 
Record of requisitions 
Register of requisitions 
Register of orders 
Voucher register 
Contract ledger 
Appropriation ledger 
Fund ledger 

Cost of maintenance register 
Squad book 
Coal delivery book 
'Contract card index 



Two thirds of the 
records duplicate 
records kept in 
general office. 



Cost of 
maintenance 
register contains 
account for each 
building and office. 



With the exception of the " (/ost of maintenance register," 
*^ Squad lK>(>k/' *^ Coal delivery book " and contract card in- 
dex, the above records are duplications of similar records 
maintained in the general accounting office of the commissioner 
of public works, and serve no 'other purjwse than to reflect ac- 
coimting information relating solely to the bureau of public 
buildings and offices. 

The " Cost of maintenance register " contains an account 
for each public building, office, bath and comfort station under 
the jurisdiction of the superintendent of public buildings and 
offices. The lK)ok is ruled so as to provide space for the fol- 
lowing information: 

Order number 

Date of transmittal of voucher to general office 

Voucher register page number 

Distribution columns for expense classification 

This register is written up from the voucher register and 
from the triplicate copy of invoice filed according to requisi- 
tion number, in order to obtain the distribution for each build- 



1 
I 
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ing, office, etc. Pending the distribution, a general account 
is maintained under the caption " various public buildings 
and offices," all payments being entered in this account and 
subsequently transferred therefrom to the various buildings, 
offices, baths and comfort stations to which they relate. 

A description of the "Squad book" and its use is given Squad book, 
under the heading " Administrative Proct-dure." 

The " Coal delivery book " contains a separate account with ^"J^^^^*^ ^f 

each public building, office, bath and comfort station under the quantity and kind 

.,... i»ii_ 'a ii.r LTi'ij" IX of coal delivered, 

jurisdiction of the superintendent of public buildings and of- 
fices, and is arranged to show the quantity and kind of coal de- 
livered to each building, office, etc. It was first opened in 
August or September, 1909. At the end of the year each ac- 
count is totaled to arrive at the quantity and kind of coal de- 
livered during the year at each building, office, etc. The quan- 
tity thus arrived at is computed according to the contract price 
per ton and the total cost thereof for each building and office 
transferred to their respective accounts in thc^ " Cost of main- 
tenance register." 

The contract card index consists of approximately 600 Contract card 

. index shows 

cards. A separate card is kept for each class of supplies or quantity of goods 

materials furnished under contracts. The information shown ^^^Sj^deUvere^^ 
on each card is as follows: 

Description of material or supplies 

Contractor's name 

Date of contract 

Quantity specified 

Date of delivery 

Quantity delivered 

These cards are maintained for the puri)ose of readily ascO 
taining whether or not the quantities specified under the con- 
tract have be^n delivered and what balance there may be unde- 
livered. 
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After bring 
certified, im-oleee 
aro audited Mid 
eotered io record 
book and vouchers 
prepared. 



Entnea in eontraet, 
appropriation and 
fund ledgen. 



The procedure relating to requisitions, orders and the cer- 
tification of invoices is deBcribed under " Administrative Pro- 
cedure," 

After being certified, invoices are audited, the audit con- 
sisting of the checking of extensions and additions, and if it is 
found to be correct, a notation to that effect is placed thereon. 
Invoices originating on open market orders, after being audited, 
are turned over to the voucher clerk who prepares vouchers 
therefor and enters the invoices in the " Record book " 
(tickler). Invoices originating on contracts are audited by 
another clerk, who, in addition, prepares the vouchers thd^for, 
which he enters in the " Voucher register." Open market order 
vouchers are entered in the " Record of requisitions " book, 
after whii^ they are entered in the " Voucher register " and 
then transmitted to the office of th^ commissioner of public 
works for registration and transmission to the auditor in the 
borough president's office. 

The entries in the contract, appropriation and fund ledgers 
are made from original documents or copies thereof in the 
same manner as that described for the bookkeeping office of 
the commissioner of public works. 

Requisitions and orders are drawn, invoices received and 
checked, and after certification, vouchered in this bureau and 
a full set of entries passed through a separate set of account- 
ing records as indicated above. 
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TABULATION SHOWING TITLES AND GRADES OF 

EMPLOYEES AND THEIR DISTRIBUTION 

BY BUREAUS AND OFFICES 



DeoCTTibor, 1909. 





Salary 

or 
Wage. 


Number Employed. 


Title 


1 Office of 
1 Pres. 


1 ^ 

O 3Q 

1 


• 

if 


■ 

C 

1 


Incumb. 

• 


• 

O 

04* 


• 

1 


1 

Total. 




1 

. Grade. 

1 


Title. 




$1,200.00 

« 

1,050.00 
900.00 
750.00 
720.00 

4,000.00 

1,200.00 

900.00 

4.00 

3.00 

2,550.00 

5.60 

4.50 

5.00 

2,400.00 

1,800.00 

720.00 

600.00 

400.00 

360.00 


6... 
14 


1 

6 

16 

113 

111 

1 
1 

* 

11 




Attendant 


1 

1 


1 






• « • 


Attendant 




2 


2 


• • • 


108 

1 

111 


• • • 

• • > 

• • • 


• • • 


Attendant 






« • • 


Attendant 




I 








• • • 
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1 


Attendant, Elevator — 
See Elevator Attend- 
ant. 

Auditor 


1 












Axeman 








1 
3 










Axeman , 






4 


4 
1 
1 








• « • 

12 


Blacksmith 




1 
. . . j 


Blacksmith 




1 






• * * 1 • • • 


2 


Bookkeeper 








1 
7 








1 


Bricklayer 












1 

1 
1 


7 


Cabinet Maker. 












«$I • • • 

1 
1 

7 . 


3 


Carpenter. 














7 


Cashier ............. 




1 










1 


X 
1 


• 
1 


Chemiflt 






1 








1 


(^'leaner 








• • • \ • • • 

1 


1 
1 


• ■ ■ 

• • • 

5 


2 

1 
5 




Cleaner. 




, , 












Cleaner. . . r r , . — 
















Cleaner. 














208 


1 
208 ' 




: 

















Salary 


Number Employed. 


Title. 


f 


f 


ll 
S 


1 

B 


1 


1 


n 


1 


Total. 




Gisde.| Title. 




12.50 

2.00 
1.00 

3,000.00 
2,700.00 
2,400.00 
2,350.00 
2,100.00 
1,800.00 
1,500.00 
1,350.00 
1,200.00 
1,050.00 
900.00 
720.00 
3,000.00 
2jmM 
1,500.00 
6,000.00 
5,000.00 














23 



... 


J ... 


n™. 






i 






n«.n«- 






1 






Cleaner, Sewei^-See 
Sewer Cleaner. 












20 
14 
13 




Clerk. : 


2 


1 

3 
























: 

2 

,. 

2 

7 








1 








3 




1 


1 






Oerk 


... 1 
... 6 






\ 






I 


' 








3 




1 










1 
1 








... 3 


1 










87 




1 
















1 












1 


■ 


1 


o 






1 

1 
















1 














1 
1 








W.OO 
MOO 
».00 
M.00 




1 












1 










... 


t 


















I 


... 


I ; 2 
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Title. 



Salary 

or 
Wage. 



Number Employed. 









Q w X »*< ' X •— 



S E 



Draughtaman, Mechan'l. $1,650.00 
DiBughtaman, T o p o - 

graphical 

Draughtsman, T o p o - 

graphical 

Draughtsman, T o p o - 

graphical 



Driver. 

Driver. 

Driver. .... 

Driver. 

Electrician. 



Engineer 

Engineer 

Engineer, AaBiatant . 
Engineer, Aiwifltant . 
Engineer, AaBiatant . 
Engineer, Aiwifltant . 
Engineer, Aiwifltant . 
Engineer, AflBifltant . 

Engineer, Chief 

En^eer, Janitor . . . 



Engineer, Mechanical. . . 
Engineer, Principal As- 
sistant 

Engineer, Stationary . . . 

EIngineer, Stationary . . . 
Engineer of Street Open- 
ings 



1,800.00 

1,650.00 

1,500.00 

1,000.00 

3.50 

3.00 

2.50 

4.50 

5.00 

4.50 

4,000.00 

3,00.000 

2,550.00 

2,400.00 

2,100.00 

1,800.00 

6,000.00 

4.50 

2,100.00 

4,000.00 

5.00 

4.50 



5,000.00 
Engineman, Automobilel 1,200.00 



Elevator Attendant 



850.00 



1 ... 

I 

I 

,. 1 

I 

I 

3 ... 

I 
1 3 



3 
1 



3 
1 

1 



2 
1 
1 



1 
1 



1 






'I 

b! 

B 

2 ;' 

3 Grade. 

OQ 



Total. 



1 

1 

17 



29 



2 
1 



16 .. 



Title 



1 

3 

4 

5 

1 

3 

1 

1 

1 

1 
17 

2 

2 

4 

1 

3 

3 

2 

3 

1 

1 

2 
16 

1 

2 ' 
29 ' 



12 



6 
1 



18 



15 
2 
3 
1 
1 



18 
1 
2 

29 



244 



Title. 



Examiner, Confidential . 

Foreman 

Foreman 

Foreman 

Foreman 

Foreman 

Foreman 

Foreman, ABsiatant .... 

Foreman, Aasistant .... 

Foreman, Aasistant 

Foreman, ABsiatant .... 

Foreman, AasiBtant .... 

Foreman, Basin 

Foreman, Basin 

Foreman, Basin 

Foreman of Baths 

Foreman Bricklayer. . . . 

Foreman Bricklayer. . . . 

Foreman Cabinetmaker. 

Foreman of Carpenter 

Shop 

Foreman, General 

Foreman, General 

Foreman, General 

Foreman of Laborers . . . 

Foreman of Macadam 

Roads 

Foreman Mason 



Salary 

or 
Wage. 



Number Employed. 



$1,200.00 
1,500.00 
1,200.00 
5.00 
4.00 
3.50 
3.00 
900.00 
4.00 
3.50 
3.00 
2.50 
5.00 
4.00 
3.50 
4.75 
6.00 
5.60 
6.00 
5.00 
2,000.00 
1,800.00 
5.00 
4.00 
4.00 
6.00 



§1 

o 



o 



■a 



0} 



CO 



26 
20 



32 



1 
11 



E 



6 



14 



13 



B 

3 



O 







. . .1 



Tout. 



1 

1 

5 

8 
42 
25 

3 

1 

1 

4 
50 

3 

3 I 



12 



84 



59 



5 

1 



2 
1 
1 



14 
1 
1 
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Title. 



Foreman Mason 



Foreman of Mechanics. 
Foreman Plumber . . . . 



Foreman Rigger 

Foreman of Steam 
Heating 

Foreman of Street Signs 

Foreman Tinsmith 

Foreman Vamisher. 



Salary 

or 
Wa«e. 



Foreman Wheelwright. 
Foreman Wireman 



Fireman. 



Fireman, licensed 

Flagger. 

Horse and Cart . . . 
Horse and Cart. . . 
Horse and Truck . . 
Horse and Wagon. 



Hose Repairer. 

Inspector of Public 
Baths and Ck)mfort 
Stations 

Inspector of Public 
Baths and Comfort 
Stations 

Inspector of Buildings, 
Chief. 

Inspector of Complaints. 

Inspector of Complaints. 



$5.60 
5,00 
5.00 
4.00 
5.00 
2,250.00 
4.50 
5.00 
4.00 
4.50 
3.00 
3.00 
2.50 
4.00 
3.50 
4.50 
4.00 
3.50 

1,500.00 

1,200.00 
4,000.00 
1,500.00 
1,200.00 



Inspector, Confidential .$1,800.00 



Inspector of Connections 



1,500.00 









Number Employed. 






Office of 
Prea. 

Office of 
Com'r. 


• 

s 

s 

c 

ll 


«' 

& 




* 

E 


. 1 « 


1 

Total. 


^ e 

sz « 
is ■ ^ 
X < ^ 




BuUdin 


Grade. 


Title. 




1 
1 
1 


1 

1 
1 * 

1 

1 

1 1 

1 

1 1 

1 J 

15 
188 

1 1 

27 
2 


3 














1 


1 












1 


• • • 


2 




• • 


.. . 1 


1 










1 


1 

> • • 

i 


• 
1 








■ ■ • 

1 






1 












• 1 

1 


• • • 


1 














1 








1 






1 












1 

15 
5 


• • • 

1 


1 














15 












5 




1 


1 






1 




1 




1 
62 












' 


101 

1 
1 
1 


...' 25 


• • • 


189 




, 


1 




( 




' 


■ 




1 














1 


1 












2 
1 


• • » 
1 

1 

1 








1 






3 






1 
1 






1 








8 
















27 
■ 1 






1 


35 










■ 




1 




1 


2 


1 
( 


1 . . • 














1 


1 
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Salary 

or 
Wage, 


' Number Employed. 


Title. 


• 

o S 

B 
O 


M 

m 

o 


• 


• 

s 

n 


e 

(Si 

3 


S 

t-4 


• 

o 

a; 


a 


Total. 




Grade. 


Title. 


Inspector of Connections 

Inspector of Elevators . . 

Inspector of Elevators . . 

Inspector of Elevators . . 

Inspector of Iron and 

StA^I Construction . 


$1,200.00 
1,500.00 
1,350.00 
1,200.00 
1,500.00 
2,100.00 
2,400.00 
1,500.00 
1,350.00 
1,200.00 
2,550.00 
1,500.00 
1,350.00 
1,200.00 
2,100.00 
1,800.00 
1,500.00 
1,350.00 
1,200.00 
4.00 
4.00 
1,500.00 
3,000.00 
2,550.00 
1,800.00 
2,100.00 


3 
11 

1 
5 
7 
1 
2 

54 
1 
9 
1 

17 
3 
4 
1 
1 
2 
1 
2 
8 
1 
4 
2 
2 
1 
1 


5 














11 

1 

5 
7 


































17 
















7 


Inspector of Masonry . . . 
Inspector of Masonry 

and Carpentry 

Inspector of Masonry 

and Carpentry 

Inspector of Masonry 

and Carpentry 

Inspector of Masonry 

and Carpentry 

Inspector of Plumbing. . 

Inspector of Plumbing . . 

Inspector of Plumbing . . 

Inspector of Plumbing. . 
Inspector of Public 

Buildings and Offices . 
Inspector of Public 

Buildings and Offices . 
Inspector of Repairs and 

AimnlitfS .... 








1 






1 














2 
54 

1 
9 
1 
17 
3 
4 




















• • " 










t 




















66 


















. • • 














































25 














1 
1 
2 
1 
2 
















2 
















Inspector of Repairs and 
SuDolies . . ..... 














• * * 


Inspector of Repairs and 
SuDoKes 














5 


Inspector of Sewers 

Inspector of Sewer Con- 
struction 


: 








8 




8 








1 

4 

1 
2 

1 








1 


Inspector of Vaults 

Inspector, General 

Inspector, General 

Inspector, General 

Inspector, Departmental 
















4 








1 








• * * 






























5 












1 




• • • 








... -- 1 
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Title. 



loBpector of Fud 

Inspector of Regulating, 

Grading and Paving . . 
Inspector of Regulating, 

Grading and Paving. . 
Inspector of Regulating, 

Grading and Paving . . 
Inspector of Incumb- 



Janitor. 
Janitor. 
Janitor. 
Janitor. 



Janitor 

Janitor Engineer, See 

Engineer, Janitor. 
Keeper 



Salary 

or 
Wage. 



I 



Laborer 

Laborer 

Laborer 

Laborer 

Laborer 

Laborer 

Laborer 

Laborer, Rockman. . . 

Leveler 1,500.00 

Leveler 1,200.00 

Mason. S.fiO 

Mason, Stone 5.60 

Machinist's Helper 3.00 

I 

Messenger , 1,500.00 



S750.00 
1,800.00 
1,500.00 
1,200.00 
1,200.00 
1,800.00 
1,500.00 
1,200.00 
1,050.00 
900.00 

900.00 
3.00 
2.75 
2.50 
12.50 
12.00 
2.25 
2.00 
2.50 









Number Employed. 






Office of 
Pres. 


^E 1 i 


• 

1 


Incumb. 
P. B. A 0. 
Buildings. 


ToUl. 


Office 




SI 

a 


Grade. 


Title. 












1 

1 
t 

1 


1 


2 








1 






1 


mi 








3 




1 


3 


... 


... 
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Title. 



Stenognpher to Local 




Boards 
Stoker. 



Storekeeper 

Stonemason — See Mason 

Stone. 
Supt. of Buildings 

Supt. of Buildings* Asst . 

Supt. of Construction. . . 

Supt. of Highways 

Supt* of Incumbrances. . 

Supt. of Maintenance . . . 

Supt. of P. B. and O 

Supt. of Sewen 

Sweeper 

Tar Roofer. 

Team 

Team 

Teamster with Emerg- 
ency Wagon. 

Telephone Operator 

Telephone Operator 

Telephone Operator 

Telephone Operator. . . . 

Tin Roofer. 



Tinsmith. 
Toolman. 



Toolman. 

TransitmaQ and Com- 
puter. 



$2,100.00 

3.00 

1,800.00 

5,000.00 

4.000.00 

3,000.00 

5,000.00 

3,000.00 

3,000.00 

5,000.00 

5,000.00 

2.50 

3.75 

6.00 

5.00 

4.00 

1,050.00 

900.00 

750.00 

450.00 

4.00 

4.00 

3.00 

2.50 

1,800.00 



Number Employed. 



o O 






7} 






3 



1 

23 
1 



e 



1 



^ , . . . 



JO 

E 

a 



O 



49 

1 



§ 



3 

A 



2 
1 
1 
1 



Total. 



Grade. 



Title. 



49 



23 



1 

49 

1 

1 
1 
1 
1 
I 
I 
I 
1 
1 
1 



24 
1 



7 
1 
1 



2 
4 



Cnde.' Title. 
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Comparison and Partial Reconciliation of Organization Charts 

and Payroll Analysis for the Department of the 

Borough of Manhattan, December, 1909 

The number of employees given in the preceding payroll 
analysis and the number shown in the orjjranization charts ap- 
pended to this report do not agree. The following are the 

chief reasons for the disagreement: 

• 

1. A considerable number of employees ser^'e in bu- 

reaus or offices other than those on whose pay- 
rolls their names are carried. 

2. It is difficult in many cases to get the correct civil 

service title of employees. In this respect the 
payroll analysis is the more accurate. 

3. There are on the Dect^mber payrolls some vacancies 

and many temporary absences, especially among 
the labor force which is a variable quantity dur- 
ing this season of the year. 

The differences between the payroll analysis and the or- 
ganization charts due to all causes except the first above men- 
tioned are comparatively few and are confined almost entirely 
to the labor force. The differences due to the first cause are 
shown in the following schedules. 



EUuzation Chtrtt 



1 Id tbe bnreaii of 
■h carrinl on gra«nl 
1 payroll (»iWu).... 
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Office of Commissioner of Pubuc Works 



Payroll analysis 19 Orgauizatlon chart 

Employees carried on highways pay- 
roll: 

Stenograpbers ($1,200) 3 

Stenographer ($1,000) 

Clerk ($1.800) 

(Merk ($1,500) 

Clerk ($1.350) 

Clerk ($1,050) 

Clerk ($1K)0) 

Clerk, permit ($1,500) 

Insi>ector of regulating, grading 
and paving ($1,200) 

LalK>rer ($2.50) 

Messenger ($1.200) 

Messenger ($1,050) 

Messenger (900) 



43 



Employees carried on sewers payroll : 

Stenographers ($1,200) 2 

Clerk ($2.100) 1 

Clerk ($1,500) 1 

Bookkeeper ($2,550) 1 



15 



Employees carried on public buildings 
and offices payroll : 

Clerk ($2.500) : 1 

Stenographer ($1,050) 1 

Telephone operator ($750) 1 

Telephone operator ($450) .... 1 



43 



43 



BuREAr of Street Openings 



Payroll analysis 20 Organization chart 



20 



Bl'REAU OF IxcrMBR^VXrES 



Payroll analysis 

Employees carried on highways pay- 
roll: 

Assistant foreman ($3.,')0> 1 

I nsi)ei*tor of compla i nts ( $1 ,500 ) 1 



15 Organization chart 17 



17 



17 



- i*F HiGttWATS 

. 733 OrganiaatloQ chart 7 

- Si Employ e«s aerrlng in president's 

ronfidentlal Inspector (¥1,800). 1 
1 tftret^t signs division (see preel- 

dtKit's office) 13 

Employees serrlng In commlssIoDer'a 
office: 

Clerk ($1,800) I 

Ciet* ($1.500) 1 

Clerk ($1,350) 1 

Clerk ($1.050) 1 

fletk ($900) 1 

Clerk, permit ($1,500) 1 

Stenographers ($1,200) 3 

8t«iographer ($1.050) 1 

>} 1 

I) 1 

I 

1 

itlng, grftding 

aOO) 1 

11 

In bureau ot In- 

(«3.50) 1 

ilntB ($1,S00) 1 



office or 
works: 
») 


•oniiols- 
1 






.200) 


.. 2 



ICES 
S 

1 office of commto- 
works: 

KW) I 

t ($750) 1 

r ($460) 1 



INDEX 



PAQB 

Abandoned contract ledger 22K, 220 

AhBtract of street openings 101 

Aoe^tance, certificate of, for contract work on regulating, grad- 
ing and paving lis 

Appointment blotter 90 

Appointment register 90, 91 

Appointments 86-88 

Appropriation ledger—an^ltor's office 220, 221 

Appropriation ledger — bureau of highways 235 

Appropriation ledger — ^bureau of incumbrances 236 

Appropriation ledger — bureau of public buildings and offices... 238,240 

Appropriation ledger — bureau of sewers 237 

Appropriation ledger — office of commissioner of public works. . . 228.232 

Assessment lists 117, 182 

Assessment work. See " streets, regulating " and ** sewer con- 
struction." 

Auction of unclaimed seizures 173 

Auditor, office of 34, 220-223 

Baths, public 

Care, cleaning and operation 82-85, 217, 218 

Light, heat and power 76-79 

Repairs 76, 208-211 

Bid sheets, contract. See " contract bid sheets." 

Bills, paving company's, verified (see also *' invoices/') 132, 133 

Blotter — ^bureau of sewers. See ** voucher register." 

Boards, local 

(School 94 

Improvement 95-99, 110, 115, 178 

Boilers. See " tar kettle." 

Bond fund /ed^cr— general office 228, 232 

Bookkeeping division 36, 22.V233 

Bridges, gutter 169 

Buildings, public, and offices, bureau of: 

Accounting procedure 23S 

Administrative procedure 20S-219 

Organization 74-85 

Buildings, public, and offices 

Care and cleaning 79-82, 216, 217 

Light, heat and power 76-79 

Repairs 76. 208-211 

Record books indicated by italics. 
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PAGE 

Card. See " index," ** record " and ** catalogue." 

Cash hook, of incumbrance permits 174 

Cash hook, of vault permit fees 164 

Cash hook, memorandum, of sewer permits 202 

Cash hook of redemptions 172 

Cash fund, petty — cashier^s office. ; 104 

Cash receipt hook — cashier's office 224, 225 

Cash received in cashier*s office 108, 101 

Cashier's office 

Accounting procedure 224-228 

Administrative procedure 100-101 

Organization 85 

Catalogue, card, of employees in department 01 

Cement tests. See " tests." 

Cement tests — ^pavement construction 157 

Cement tests — sewer construction 184 

Chart, organization 

Bureau of highways opposite 113 

Bureau of incumbrances opposite 170 

Bureau of public buildings and offices opposite 208 

Bureau of sewers opposite 178 

Bureau of street openings opposite 107 

Office of president of borough opposite 86 

Claimants' ledger— generRl office 228,281 

Clerk, chief, office of 36, 104-106 

Coal for buildings and offices, purchase and delivery 212 

Coal delivery hook — bureau of pu<blic buildings and offices 238, 230 

Commissioner of public works, office of 

Accounting procedure 224-283 

Administrative procedure 100-106 

Organization 34-37 

Complaint ftoofcs— bureau of sewers 185, 186, 188-199, 203, 204 

Complaints, record of. See "record of complaints." 

Complaint register — bureau of incumbrances 170 

Complaints on condition of sidewalks and fences 118 

Complaints, sewer 

Procedure in attending to 203 

On holidays 100 

Computing. -See " drafting room." 

Contract hook — bureau of sewers. 287 

Contract ledger — bureau of public buildings and offices 238, 240 

Contract ledger — ^bureau of sewers 206 

Contract ledger— fienertil office 228, 229, 232 

rx>ntrnct bid sheets 223 

Contractors' account hook — bureau of highways 235 

C'Ontraots signed 222 

Corporate stock work. See " streets, repaving " and " sewer re- 
construction." 



Record hooks indicated hy italics. 
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PAGE 

Corporation counsel Ill, 115, 180 

Correspondence 37, 86, 10(5 

Cost of maintenance register — bureau of public buildings and 

offices 238 

Curbstones. See ** sidewalks and curbstones." 

Drafting and computing room — bureau of highways 158 

Duties. See "powers and duties.' 



»♦ 



Efficiency record book 93 

Efficiency records used in rating of promotions 92 

£2mp]oyees 

Appointment 86 

Promotion 92 

Records of 91, 93 

Titles and grades 241-250 

Transfers 93 

Engineer, chief, of highways supervises all contract work 116 

Examiners, board of, for non-competitive positions 87 

Field book 

Flagging or reflagging sidewalk 110 

Inspection of pavement conditions 123 

Regulating, grading, curbing, flagging and paving 114 

Repairs to pavements 127 

Repaving work 120, 122 

Surveys for new sewers 179 

Filing. See "maps and records." 

Final payment hook — ^bureau of sewers 237 

Fire burns. See " record of fire bums." 

Fund ledger — auditor's office 221 

FtfNil ledger — ^bureau of public buildings and offices 238, 240 

General journal 228, 232 

General ledger 228, 231, 232, 233 

Grade book of employees. . . ! 91 

Grades. See " titles and grades." 

Granite order hook 137, 138 

Gutter. See " bridges.' 



»i 



Highways, bureau of 

Accounting records 235 

Administrative procedure 113-169 

Organization of 3S-62 

Improvements, physical 96 

Incumbrances, bureau of 

Accounting records 236 

Administrative procedure 170-177 

Organization 62, 63 

Record hooks indicated hy italics. 
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PAGE 

Incumbrances 

Seizure CS, 171 

Itedemption 172 

Index, card, of 

Coutnrcts — bureau of public buildings and offices 238, 239 

Maps — bureau of highways 159 

Vault i>erniits 165 

(See also ** record, card.") 

Indexing of maps and records — bureau of street openings Ill, 112 

Insijection of 

Corporation worit, involving disturbance of pavements 150-150 

Gutter bridges 1G9 

Guy posts and banner poles 167 

Pavement conditions in 

Asi>halt and wood block 123 

Stone block 139 

I'avement repairs due to 

Building operations 129 

Plumbers' openings 132 

I*ublic buildings and offices 

Offices and court buildings 210 

Baths 218 

Comfort stations 219 

Uegulating, grading and paving IIG 

Repairs and alterations to public buildings and offices 210 

Sewers 

Connections 190. 192, 200, 201 

Construction 180, 192 

Sidewalks for incumbrances 63, 170 

(Sidewalks and curbstones for defects 147, 148 

Supplies for bureau of public buildings and offices 213 

Tar kettles and lioilers 168 

Inspections of sewers by general inspei'tor 192 

Inspectors of regulating, grading and paving 116^ 118, 123-129, 

132, 151, 152 
Inspector 

(Jeneral, of sewers 8Ui)ervises repair gangs v 188 

Spwial, for sewer construction 180 

In8i>ectors of 

Incumbrances 103, 170, 171, 173 

Main work 152 

Hegulating, grading and paving 123 

Sewer connections 200 

Vaults 166 

Inspe^'tors, corporation 

ApiK)intment and removal 92 

Duties 151 

For repairs to pavement by railroad companies 153 



Record books indicated hy italics. 
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FAOK 

Invoice register 228^ 231, 232 

Invoices 101, 102, 104, 176, 210, 213, 230, 231, 232, 240 

Journal — auditor's office 222 

Kettles. <See *' tar kettles and boilers." 

Laboratory. See ** tests." 

Letting hook 228 

lAcemed plumbers — bond record 108 

Location book, for basin cleaning gangs 188 

Location book, for sewer cleaning gangs 188 

Location book, for sewer r^air gangs 191, 196 

Lots, vacant — fencing, filling, etc 96, 118 

Manhole heads and covers 204 

Maps to locate ^urs in sewers 199 

Maps 

Benefit 96, 111, 182 

Change of, procedure in 97 

City 

Alteration . ; 108 

Completion 107 

Damage 08, 111 

Drainage 179 

General lay-out for unmapped portions of borough 108 

File 96 

Grade 109 

Insurance — ^bureau of highways 100 

Preliminary, In repavlng streets 121 

Prepared for repairing of streets 121 

Profile 96, 110, 111 

Property to be assessed for regulating, grading, etc 117 

Rule 96, 110, 111 

Skeleton, of overlaps in pavement repairs 127 

Special lay-out 108 

•Special, in locating monuments 100 

Special, preiMired by drafting force of highways 150 

Street improvement 96, 108, 109, 115, 13S 

Wall — bureau of highways 150 

Map room, bureau of hi^ways 150 

Maps and records, filing and indexing— 4>ur6au of street openings 111, 112 

Markets, public— -care and cleaning 65 

Measurement and material used bp gangs — pavement repairs. . • 141 

Messenger. See " telephone service." 

Monuments to mark survey lines 100 

Tfew pavement cuts 106, 161 

Obstructions. See "Incumbrances." 

Old pavement 162 

Record books indicated by italics. 



228.M1 

Ue. 121, 212 

213, 228, MB 

222 

iwen and duties." 

^wa78 286 



42-*3, 113-128 

43-46, 128-13C. 162 

4E-I3, 113J2S 

uarantee 43-16,135 

rtmeatal labor 4e40,ia&-145 

, 42^3, 113-123 

43-46, 123- 13S, 163 

lings made by sewer repair gangs 191 

Its to pavemeat under guarantee 128 

ontractB 117 



lee and cradea." , 

anlng ganga, analysla of 105 

id cleaning gangs 196 

86,105 

ireau of aewers 206 

222, 223 

cMinectlon spurs 181 

jettons and repairs 200 

otal projections 102,103 

174 

• poles 186 

SB 174 

ralks 1T3 

•orations 123, 186, ISO, 161. Ifi2 

al>er«i 100-102, 128, 138. 1*8 

rer repairs 191 

et railroad companies 153 

may work IBS 



Ings 

Cfstfca. 
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PAGE 

Permits — ( Continued ) 

Sewer connections 197 

* 

Sewer <H)enings, by plumbers Id9 

Sewer repairs, by plumbers 199 

Vault : 164, 165 

Plumbers' signatures 197 

Poles, banner 167 

Police complaints 129. 170, 175, 188, 190 

Posts, guy 167 

Powers and duties prescribed by charter and ordinances 

Assistant commissioner of public works 31 

Borough president 11-30 

Commissioner of public works 31 

Secretary to president of borough 32 

Superintendent of buildings 31 

President of borough, office of 

Accounting procedure 220-223 

Administrative procedure 86-99 

Organlza tlon 33-34 

Promotions 92 

Reeard of basins cleaned 187 

Becord of basins cleaned ledger 187 

Records of complaints — bureau of highways 132, 138, 139, 100 

Records of complaints. •See "Complaint register" and "Com- 
plaint ixx>k." 

Record of contracts finished — bureau of sewers 287 

Record of cost of ^^pairing tar, concrete, macadam and sand 

pavement by departmental labor 139 

Record of deliveries, of supplies to highways repair gangs 143 

Record of emergency permits, for pavement openings 162 

Record of endorsed letters 132, 135, 176 

Record of fire bums 128 

Record of iron manhole heads and covers 20t 

Record of material, for sewer repair gangs 191 

Record of minutes, of local board meetings 95 

Record of reports, on sewer connection or repair 201 

Record of requisitions — bureau of public buildings and offices. . 238, 240 

Record of retained payments — ^bureau of sewers 237 

Record of stock and bond transfers 232 

Record of street openings ; 163 

Record of supplies issued, to buildings and offices 215 

Record of trork done, by pavement rc^Miir gangs ' - 140 

Record of tcork done under permits, fbr sewer connections and 

repairs : 201 

Records of plumbers* openings 123, 134 

Record book of invoices — bureau of public buildings and offices. 238,240 
Record book, of pavements laid 117, 122. 158 



Record books indicated by italics. 



Ister for inspectors of comfort stations 219 

flawing and fencing 120 

: regulating, grading, curbing, flagging and 
114 

repaTing 122 

aents due to building operations 130 

rtone block pavement 137 

snings 133 

ispectora on main work 153 

ispcctors of sidewalk conditions 148 

irandum of delivery of supplies to sewer re- 

cleanlng gangs 193 

ip room of bureau of highways 190 

ides, card.") 

iduin, of supplies for sewer gangs 168 

e "cash book." 

225, 228 

lalntB. 'See "complaint register" and "com- 

E(«, for incumbrance permits 176 

ted letters 176 

I — bureau of pnbllc buildings Bod otltces 23S 

mg, for improvements (local boards) 9S 

Itions — bureau of public buildings and offices. 2S8 

ilone and rubMsft regMer 176 

ibrance regitter 173, 176 

and po»U rcgitter 176 

r— bureau of hl^ways 168 

lies, orders for, received by chief clerk in com- 

Bce 10* 

iglneer of highways on proposed improvements 114 

cleaning and repair gangs, analysis of 106 

iy chl^ inspectors of regulating, grading and 



imen of corporation yards 144 

on pavement openings 163 

grs of regulating, grading and paving 12S, 126 

Dspectors, on r^alra hy railroad companlM. . . 153 
^ngs, on maintenance of dirt and macadam 

146 

;angs repairing stone block pavement 140 

lewer cleaning gangs 1S8 

nver repair gangs ISI, 194 

L23rd Street yard 147 

lewer tMisIn cleaning gangs 186 



indicated bt/ italicB. 
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PAOB 

IceiK)rt8, weekly, by — (Continued) 

lMH|)eotor of refnilating, grading and paring 116 

Storekeeper, on material for sewer reimirs IW 

HvquUiiion Iwok — bureau of higbways 235 

Itesearcb, ^)eeial, by highways ebeniist 157 

Uoads, dirt and unu^adani, maintenance 0(MS2, 145-147 

Secretary of borough, office of 

Administrative procedure 86-90 

Organization 33 

Sewers 

Bureau of 

Accounting records 237 

Administrative procedure 178-207 

Organization 64-74 

Cleaning 67-71, 185-188 

Connections 192, 197-2U2 

Construction 64-66, 178-182, 192 

New, plans for 179 

Reconstruction 182-185, 192 

Repairs 71-74, 18&-197 

Sidewalks, flagging and r^agglng 118-120 

Sidewalks and curbstones, maintenance of 147-149 

Sidewalks and fences, repairs to 118 

Sidewalks. See also ** streets." 

Sketch of pavement cuts and damages 130 

Sketch of sewer construction work filed 182 

Special contractors* account book — bureau of lilghways 235 

Special security deposit hook — general ofilce 224, 227 

Spurs, new, for sewers 190 

Squad &ooA*— repairs to buildings 209, 210, 238 

Statements prepared by expert accountant of finance depart- 
ment 233 

Statements, weekly, of 

Cash from incumbrance permits 174 

Openings, by railroad companies under blanket permits. . . . 154 

Rei*eipts by cashier 225 

Transactions of bureau of sewers 207 

Stations, comfort — care, cleaning and operation of 82-85, 219 

Stenographic division 37, 105 

Street openings, -bureau of 

Accounting records 234 

Administrative procedure 107-112 

Organization 37, 38 

Streets 

Opening 108, 110 

Regulating, grading, curbing, flagging and paving 113-120 

Repaving 120-122 

Record hooks indicated hy italics. 



See " 5(qiplie&.~ 
Storerwim ttuct U^tftT — baieaa ot poblii- boUdinc 
:$<ip()li«9 fur 

Boil'lingR, pubUc. and ij/Dres 

B«pair at 3t»oe bkvt pi»ven»«it 

Sever r^Mir aikl vleeicuDg $3Qe$ 

Soiiplws. janitors". inreutiWj of 

Sn;t'Lrt, rvtiuisiikius iwi txuvaa of poMk- building 

trum oihw tiei"arin»«ils 

Sopplies. See also ** rvt>«irs and supplies." 
Sflrreyor*. i4tr 

Ap(K>mciiieni and ivoK'Tal 

Emploveil In raali cvastmctloa 

Pivpare iua[« i»f sire« lo U? iai|>ruTetl by aasi 

.•■'•'Ttiiw"^ tYrti.i'i-<(f- fcif^^-bnrvao irf sewers 

Tar kettles and U.>:Ws 

Telephoae and meiseeD^er smttiiy — i-hiof ckrk's ott 
Test* 

Cefuent. for i>aTeiuetii and ««'a;vr t'vxistraetiiM 

I'beoiii'al. oT parity iiiaTeriab 

TiM« hfjij of piDjr^ iv|idiriu$ dlit and tuai-adam 
Till' b"'i: 'jf iT)«(nnf»— seiww i>>ostnii.-t)i>a and rei 

Ticle. acijuUution of 

TSUe» and grades t>t e«ui>li>.vve« 

Toot sb-v 

Tools 

For hijirliwaja tvpair ptoj:^ rwmpt aikl disba: 

F<.'r sewer tvcair aihl fJeani'u; p>ns« 

Transfer of employees. 

TlaJni-ts, i-are and oleauinic of 

(■'-■•■•■r h-'-t — bnreau of hishwaj-s 

T-iui-hrr ni-T.nf — buivau iif tiKHituttraiKVS 

Ti,a,-M,-r rt;."'<'f»" — bureau of wwers 

Toa<-kfr nvhttr—barfttv of publK- builillii«» and ol 

r>.ii.*.T rri'ittrr — enteral ollliv 

ViHiv-her fv-bedir^s 

r.»i,bere 

Tarda. i\>nk>r:(tion -j 

Rti»nf ^tl•ltJ imdieitlfl bf ttatjc*. 



N- l- 



. 7 l"> 




( 




